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| Preface

This publication is a revision of thé Housekeeping Methods and Materials
Manual which was published in 1963 by the Oregon Department of Education.
It is designed to serve as an instructional aid in_teaching about custodian °
housekeeping methods and materials.

Information concerning the tools; equipment and chemicals used in daily
and periodic housekeep:iilg jobs is presented, along with techniques for
cleaning all areas and fixtures in the building.

Instruction should be constantly modified to reflect current improvements.
in materials, equipment, and methods. Every effort has been made to include
the newest techniques in this revised edition. -

T . -

Monty Multanen
, . Director, Career and
- Vocatienal Education Section
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- Introduction

\\ -
e

—————This publication covers-the custodian’s responsibilitiesfor-maintaining the
building inside and cutside, including cleaning and sanitation of. classrooms,
restrooms, shower rooms, lunchrooms, corridors. special rooms; supplies and
equipment. Work schedules are suggested. o

"Recommended housekeeping techniques vary among the most experienced
and knowledgeable custodians, and even among authoritative writers on the
subject. This is due to-the varying factors of climate; ground surface
surrounding the building; age of the building; type of constructior; the
number, age and type of occupants; and the ertent of building usage. The
maintenance budget and the workload assigned to a custodian are also
important factors. The information sheets provided herein are intended to
assist the custodian ™ avoiding serious. mistakes. The job techniques
Presented are not considered ultimate or universal—they are intended only as
a guide and for reference. ' : .
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- Terms Most Frequently

" In most instances the literature and printed
_inistimictisns furnished by _a-recognized, dependable
supplic may be considered as accurate and honest.
Therefore, 'n the interest of simplification and
safety in clzaning, it is recommended that commer-
cially prepared cieaners. sanitizers and other appli-
cable materials be used instead of the custodian
attempting to formulate solutions or:compounds.

‘Since the' custodian must usext arious chemical
cleaning “products, it becomes necessary to learn
about' the types, their proper uscs and reactions.
There can be no guesswork in the use of chemical
cleaners. It must again be eraphasized- that the

labels must be followed implicitly. Failure in thke.

proper use of these chemicals is a deficiency in the
ability of the custodian to <o the job correctly.

Definitions of Termé

Bio-Degradable—cleaner, compounded to
break down foar residue by sewage bacteriz, thus
reducing the possibility of stream pollution from
waste water. ) :

Detergenit—that which cleanses or purges.

Soap—a natural detergent formed when fats
and oils are treated with alkalies.

Synthetic Detergent—a weiting agent and an

ingredient used in a balanced cleaner.
Balanced- Chemical Cleaner—a compound
which contains a sufficient number of ingredients,
possessing certain necessary properties, in proper
proportion, to do a specific cleaning job.
°. Hard Water—water containing mineral salts
(calcium, magnesium, iron). -
Water Soluble Soils—sugar, starches, anir-=l
and vegetable protein.

Water Insoluble Soils—lime mineral deposits.

animal and vegetable fats, etc.

Solution—liquid 'and some other substance
which will dissolve when mixed.

Sclute—the substance to be dissoived in the
liquid (salt or zugar in glass of water).

Solvent—the liquid. in which the substance -

dissolves.

Miscible—the term used for liquids which can’

be mixed together, such as alcohol and water. -

Immiscibkle—liquids which do not mix together,

such as oil and water. }

Emulsification—the term used for the mixing
of immiscivle liguids like il and water shaken
logether. Fresh ‘milk is a cecmmorn emulsion.
Homegenized milk is called a stable emulsion.

Saponification—the process of making soap,
Le., chemical action eccurring between an alkali and
animal or, vegetable fats.

DIRECTIONS

2oz PER GALLOM

WHEN ALL ELSE FAILS — -

Water Softening—removal or inactivation o
the mineral salts which make water hard. '

Precipitation—method of removing water hard--

ness bv chemical reaction in which the mineral salts

.. are formed into an insoluble mass which separate
. from the cleaning solution. ..__

Sequestration—the method in which the miner-

- al salts of hard water are not precipitated but-

réinain suspended.

Deflocculation or Dispersion—chkemical ac-~
" tion whereby soil in solution is broken up into smali

particles. ‘ ;
Suspension—chemical action of holding up dis-
persed insoluble particles in solution.
T/etting—the action which lowers the surface
tension of water, thus: enabling it to contact all
surfaces. N -
Penetration—the. term used to describe the

action of 2 liquid entering into porous materials. -

Dissolving—the term used to explain the chemi-

- cal reaction occurring when the cleaning solution’

changex various insoluble soils into' soluble
materials. - '

Peptization—the breaking up or changing of °

Used in Clemical Cleaning -



—___soluble into.a finely surdivided state 5, 2 soliicn. .

_dominate. The nuihbers less t

protein and heavy type.soilsk"f"hiCh are onlf.fp‘artlally
Rinsing-—the -property ~ﬂ°f 2. balanved clexner

which enables it to be mor™ €asily and comyletely

flushed from the surface~ - . A

. The AlKalies—the chemicals which arg flkaline -
in nature in relation to the zeids? -.

pH Scale—the meth#d of meast riny the degre«

of alkalinity or acidity »#055€SSed by a detergent.

solution Imagine a vuler Yivided jnto 14" equal

 sections and numbéred accordingly, The number 7 is

the middle of the pH scale ?’_"3 represents the
neutral point where neithel aclus or gikalies pre-
an se:ven indicate the

acid solutions. The numbers above seyan represent

. the alkalies. ¢

Basic Alkalies-—sediWn carbonate (soda ash),
sodium hydroxide (Iye), sodlUM Metagj|jcate, sodium
bicarvonate (baking soda), @Mines (3mmonia).

The i?hosphafes——-‘bf"s‘)d,‘um Phogphate, tetra-
sodium pytosphosphate, sodium tripolyphosphate,

sodium hexametaphosPhate, sodjum tetra-

phosphate. .

. The Acids—inorganic ?C‘dﬁ Muratic; nitric, sul-
phuric, phosphoric. Orgamic¢ acids; mjjder in form,
less irritating, to skin, acetic, Citrie, Jguctic.

Detergent-SanitizerS—C¢llémicy] 'compounds

. which include a sanitizer_in the detergent.

Phenoi-Coeificient—Phenol: a powerful poisen
obtained from coal tar and knewn popularly as
carbolic acid (no longer used €:%Cept as 5 standard for

determining the bacteriological strength of modern .
disinfectants). Coefficient: that Which, unites with.

something else in producliNg a certain result or
effect. The strength of 2 dls;f’,lf,e@ant is measured by
what is called Phenol-Coeilicient. L

Control of Bacteria -

In order to determine What is expected of the
custodian in the control of bacteria i public build-

* ings, it is essential to lear. What to dq in this field,

The following definitions provide a bagis for under-
standing contrcl procedur®s: s
Pathogenic BaCterl?~harmfu1, communi-
cable, contagicus or catc}}mg;‘
Benign Bacteria—neithe’harmfy] or helpful to

man. i . ..
Beneficial Bacteria—helpful to man: cheese,

“alcoholic beverages, etc.
“Classification of bacteria-
1. Cocci—these germs ar

o
e round ]
a. Streptococci—-grollped In 2 chain, (strep throat)

b Staphylococci——grouped as a bunch of grapes
"~ (boils, pimples, etc.) "
2. Bacilli—thin or rod Sh@ped (typhoid, T.B.,

.anthrax)

3. Spirilleae—corkscrew in appearance (cholera,

syphilis).

.coughin-; or sneezing, T

N

Viruges—So small they €8P0t be geen through
ordinary mjcroscope. Viruses are the cayge of polio,
small poy mumps, measles: ln_fluenZa’ the cold.

Yeasts—Larger than bacteria. Mugt have air for -
growth. Reproduced by budding. .

Molgs—Many-celled, fine, cottony  fiberlike

1€S called mycelia. Molds are the cayse of ring-
\WOrm, athletes foot, skin diS€ases. Penjgjjlin mold is

neficia] to man. ) _
otozoa—One-celled animal orgapisms. Many
harmfu] t5 man. (Amoebic dysenteryy )
wOr‘IVhOPms——Flat worms (taPe Worm) and round
S (hook worm). e
Germicides or Bactericides—Chemicals used
to kill a1] bacteria. Pheno (carbolic agid). formal- ‘

dehyde, jodine, chlorine, quaternary c,mpounds.

infectant—Used t0 kill pathoge, jc bacteria.

. Antigeptic—Used 0 inhibit growth and multi-
Plication of bacteria on wounds.

eservatives—U to preserve foods (salt;

soda, vinegar, etc.). . -

Bacteria must be carried from qpe place to
another by some person OF thing. Bacteria. may be
transmitted by means of aIr, water, fy0d, hands, .
: odents, insects unclean
©Quipment, floors, toilets, €. Ore of ~the most

angeroys vehicles of transMISSON is the hand.

K



‘Methods of Cleaning
Cl}a‘S-SrgomS/ ,’ e ‘.‘ . : IF

Y

‘3
With the exception of corridors, classrooms floors
‘are, the most frequently used in the school building.
Every ‘pupil enters and-leave$ 2 ¢lassrconi 't least
eight periods per: day
-schools. In elementdry ‘schools, Usually classes do
not move ahqut this often. Tnt all rooms, dust and lint
collect on the floors, furniture, dight fixtures and
window sills The more movement there is in and
_out of classrooms the more dust will be_deposited:
- The amount of dust carried into a byilding varies
according t5 the -type or condition of the school
grounds. Where there is a godd blacktop or cement
coverage of the grounds adjacent to the buiildizgs,
the amount of dust carried into the. building is
greatly reduced depending on how clean the black-

.- top or othér hard'siirface is kept: Where there isa

covering of gravélor no covering at all, the abtasive
-ard dust problem is one of.real concern to the
CUSt(?d]a_rl and school officials. Whatever factors are
causing dust in the building,
custhlans to keep the classroom clean. Daily dust-
ing in all areas -must follow the cleaning of floors.
Prope}' Cleaning tools and the most efficient.pro._e-
dure 1s necessary. o .

’

Tools and-Equipment
_ Before entering a classroom or any area to be
cleaned, it g important for the custodian to be
equipped Wwith all of the tools and supplies needed
for the job,

These are- . _

1. A cart which will carry all of the tools and
?]%a“ing supplies needed for the daily cleaning
job. . . S :

. One long strand, 24-inch swivel, sweeping mop.

. One 36-inch sweeping 'mop of the same type.

A hand guster, hand brush, and qust pan.

A treated dust cleth. )

Cleaning agents for cleanlnngainscotli'ng, etc.,

spray bottle, cleaning cloths, towel, sponge.

. Cha]kboard erasers and C alk

. Cleaning cloth :-én(b:ponge: Synthetic chamois
back erager for clewhing chalkboard.

9. A portable vacuum cleaner.

10. A
- Wet mops{ huckets, mop, wringer.

> oA Wt

o =

11.
The Cart

Provisions - wuld be made on the cart for carry-
ing all the abg. -mentioned tools and supplies. The
cart should hav: rubber-tired casters, and carry a
trash box or bag for receiving trash, wastepaper and
sweepings. The trash container on the cart should
have a capacity of two to four bushels, and be secure
on the cart byt easily removable for emptying. A
floor or bénch brush and a dust pan wil} be suitable
for picking up sweepings or litter collected by the
sweeping mop. When the trash box is full, it is

) ¢

Q

LRy

in“jurior_and senior high”

‘o B

it is the duty of the" »

A gocd qaality floor brush with a Jong handle. .-

-~ R - -

ey e .

- - emptied into, }arger‘ r'eceiving\trash,'boxg)s in the

B
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. with the. cleaning. -+ s

f{ coLLECTOR
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cleanirjg drea; or it can:be moved to ‘a proper
inejngritor, where. the trash is ‘burned-This type of
Céfllf,t.will,'rﬁs\ve'easi_]‘y from room to room 'so, with'the *

equipment, tools and cart ready; one can proceed

\ .n B . \_‘/_ . . L "
Cleaning a Typical. =~
Classroom =~ L

- - .

A typical classroom has.smooth floots of resilient
tile, wood or other material. . .

During the cleaning operation, be alert to needed
repairs, defective door closers, missing or defective
floor glides, burned out or defective light globes or
fluorescent tubes (replace -daily).

.Be ever watchful. for hazardous conditions, bro-
ken glass, defective furniture, slippery floors. Look
for fire hazards. Make notes. Ly
Procedure ; .

1. Park the cart near the door inside or outside the
room, depending on traffic conditions. ‘

2. Empty the pencil sharpener. Usually the sharp-
ener is close to the door near the wastepaper
basket. If not, the wastepaper container should
be carried to the pencil sharpener.. Empty cut-
tings from the sharpener into’the basket or
container. ] '

3. Clean chalkboards as outlined in azlater para
graph and predetermine what must be left on the
chalkboard. Clean the dust from the chalkboard
tray by moving the chalk dust toward the ends >f \
the chalk trays closest to.the' door and into a
waste receptacle or by vacuumipg. Pieces of
chalk too short for use should be removed with
the chalk dust. Usually, a supply of chalk left on

- the chalk trays will last for a week, especially
where the chalkbcard use isn’t heavy. The recom-

- mended practice is to clean chalkboards daily. All
chalk trays must be cleaned daily, and erasers
cleaned daily with a vacuum cleaner. - ,

4. Clean all erasers with a vacuum cleaner in an .-
‘area where it is most convenient and functional.
Never clean erasers during school hours in an
arca where the noise will be disturbing to the
students in the classrooms. Construct a box of .
light material with two compartments, one for

s




o cJean zrasers and'chalk, and oné for dust-loaded

&
®

o

- erasers. Include a handle for carrying. Construct
the box.so that it may be placed on the custodial
cart for easy conveyance and convenience.

5. Empty the classroom waste container into the
trash box, clean and replace waste container in
its original position. o

6. Either a 24 or 36-inch swivel dust mop should be
used to sweep the floor. 1t'is usually the best

_practice to begin cleaning the far side of the
room, either in the front or the rear depending
upon the location of the door:” Always work
‘toward the door. Each rcom may have a different

- furniture arrangement. The custodian rmust
study each room in order to determine the sweep-
ing route' which obtains the ‘most efficient job.

The custodian will avoid a tiresome and frustrat- -

ing situation by using a well planned procedure

for cleaning each room thoroughly. .

7. Use wet mops, buckets\and wringer - for- spot
cleaning of floor soil not removable by dry sweep-
ing methods. Some soil ma)\r-.be removed by damp
mopping without a need for rinsing, otherwise
mopping, using a detergent solution and rinsing,
niay be necessary. ST :

Use a detergent spray bottle, sponge, cloth or
towel 7 spot ¢leaning wainscot or other soiled

surfac. . .

8. Dust with a treated cloth or duster after allowing -

ample time for dust to settle. -

. In items 7 and 8, efficient practice may be’to
schedule these steps as separate operations, moving
from room to room after other work is done.

\

Cleaning the Floor of a Typical
Classroom with Single Two-Place
Student Desk and Chair, Smooth
Floor, Resilient Tile, Wood, Etc.

1. Assume the desks are two-place units, thirty
units-in the room. The room is large enough to
allow easy swedping movements. The desks are
facing north, and the door is in the northeast
corner of the room. The teacher’s desk is.in front

" -and in the northwes: corner or in the center of the

. rooth, Start sweeping on the west, or the side of

_ the room opposite-the door. Remove dirt from the
corners with a counter brush. With the swivel-

_type mop, begin sweeping on the side of the room:

- and down the aisle, covering the¢ space beneath
" the desksand the cross aisles to the, rear of the

room. Turn left on the rear aisle, sweeping up the

. "second aisle toward the front of the room. Repeat
the operation under the desks and in the aisle,

- moving to the front arga. Now proceed as before,

"back and f{orth, until the desk area has been

swept. Sweep the front of the room, starting near
the door.”Move back and forth, bringing the
- sweepings from the desk area on the last move-

.- ment to the door. (See diagram on page 5.) °

2. During the sweeping 6[t’ér,,at?on, keep the sweep-
ing mop on the floor; lifting the mop will allow

i
v

¢

4. Mop or damp
_sweeping. ) o .
5. Carpeted araas/cleanlng_of is described 1n a

FLOORS /WE COLLECTORS
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dust and litter to fal}l to the floor and may remain
there. If the furni®¥re hasbeen moved, rearrange
in the same pa?™™ as it was originally, 0
according to the teacher’s preference. :

3. It is generally g0°d Practice to sweep the trash

from the room iﬂt°_the hallway. Close thg door.
and switch off th® lights. Shake the mop lightly
in the hallway of7 Pr2ferably brush dirt into the
trash container ‘f” h. a stiff-bristled scrub brush
which ‘combs the' Strings. Pick up the trash and
move to the next T0OML. It is considered the best -
practice to sweep. all the classrooms and other
-special areas befor® dUsting. This ajlows any dust

"+ which might havé €€t raised during the weep-

ing to settle . N
9P Soil nat removed by dry

later paragraph.

Cleaning the Floor of a Typical:

Classroom with ¢ ._

dent Desk Tnits, Smooth' Floor,

.- Resilient Tile> Wood, Etc. . *-/
" 1. Many modern d#55r00ms are equipped with' stu-

Combination Stu-

dent desk:ynits ¢90StTucted in one combination
frame including _e.de,sk, chair, and book rack. .
Since the lgwer PFaCiNg of the frame is but a few
inches .above. th® floor, cleanihg beneath the
frame is difficult” @V€N with a swivel-type mop.
In fnost cages, th® deSk units must be moved in
order to clean effectively beneatk them.

2. A recommended Method is to start at the side of - '

the room opposit? ‘e door, sweep down the aisle
next to the wall to the rear and turn the corner. -
Remove any dir? 1P the’corner with. a counter ..
brush. Proceedin® toard the front of the room,
move the deskeunits to the clean area next to the -
wall and sweep tP€ desk area into'the aisle, as the
(o d -

»



cJean zrasers and-chalk, and oné for dust-loaded .

- erasers. Include a handle for carrying. Construct S :
the box.so that it may be placed on the custodial : . ’ > I
cart for easy conveyance and convenience. : ' - -

5. Empty the classroom waste container into the
trash box, clean and replace waste container in
its original position. -

6. Either a 24 or 36-inch swivel dust mop should be
used to sweep the floor. 1t'is usually the best
_practice to begin cleaning the far side of the
room, either in the front or the rear depending
upon the location of the door:” Always work
‘toward the door. Each rcom may have a different

- furniture arrangement. The custodian rhust
study each room in order to determine the sweep-
ing route’ which obtains the ‘most efficient job. ,
The custodian will avoid a tiresome and frustrat- - ' ARE
ing situation by using a well planned procedure / s
for cleaning each room thoroughly. . . FLOORS . GOLL‘E Cr ORS

7. Use wet mops, buckets\and wringer -for- spot } ‘ ‘ ' _
cleaning of floor soil not removable by dry sweep- - =
ing methods. Some soil ma)\r».be removed by damp ° ' . : -
mopping without a need for rinsing, otherwise

mopping, using a detergent solution and rinsing, . dust and litter tolfal,1 to the floor and may rermain
niay be necessary. L . there. If the furpiture has bfeen moved, rearrange
Use a detergent spray bottle, sponge, clothor in the same pa?™™ as it was originally, ©
towel i spot’ ¢leaning wainscot or other soiled according to the t’eaChel"S_ preference. '
surfac. . - ‘ 3. It is generally goOd Practice to sweep the trash
8. Dust with a treated cloth or duster after allowing - i~ from the room if’t°_the hallway. Close the door
ample time for dust to settle. - ~ and switch off tbe;;glflts. Slhake the mop htihtt}lly
- o I : in the ha 7, Prelera dirt into the
. Intems 7 and 8, efficient practice may be to - t?ash conil‘xzro«ﬂth,a stiff?{;r?:uﬂzg Scx;tub brush
schedule these steps as separate operat}or_is, moving which ‘combs the Strings. Pick up the trash and
from roorm to room after:r other work is done. " move to the next T90M. It is considered the best -
. . © practice to s‘gee?i_eaéut:le classrooms ard "éhelt'
- < 4 | . .- -special areag befo Sting. This allows any dus
Cleaning the Floor of a Typical - . vfﬁichvmigﬁt have been raised during the sWeep-
Classroom with Single Two-Place |, g tosetile by dev
¢ Student Desk ‘and Chair, Smooth 4. Mop or pdamp JUP ol not remayed BY Y
Floor, Resilient Tile, Wood, Etc. . 5. Carpeted arcas—°leaNing of is described in a
1. Assume the desks are two-place units, thirty later paragraph. o
units-in the room. The room is large enough to : 5 o .
allow easy sweaping movements. The desks are C]eaning the Floor of a Typlcalr
facing rorth, and the door is in the northeast ' ith C Ly . St~
corner of the room. The teacher’s desk is.in front ClaSSI‘OQm wi o Ombination =
; ‘man%riin the northwest corner or in the center of the dent Desk 'Ulllts, Smooth’ Floor,
- room), Start sweeping on the west, or the side of :y: et ‘ N
the rbom op site{)thg door. Remove dirt fromthe = . . Resilient Tile WpOd, E,tP- . .
© corners with a counter brush. With the swivel- 1. Many modern cl#°5r%0ms are equipped with stu-
. . type mop, begin sweeping on the side of the room- o dent desk.ynits constructed in one combination
."and down the aisle, covering thé space beneath frame including '€ @esk, chair, and book rack. .
" the desks 'én‘d the ¢ross aisles to the, rear of the Since the lower pracing of the frame is but a few
room. Turn left on the rear aisle, sweeping up the = = inches .abgve. th® floor, cleanihg heneath the
. 'second aisle toward the front of the room. Repeat frame is difficul?” V€N with a swivel-type mMop.
the operation under the, desks and in the aisle, In fnost cases, th deSk units must be moved in
- moving to the frqnt.area. Now proceed as before, . order to clean effe(’tlvel){ beneath them. :
"back and f{orth, until the desk area has been 2. A recommended method js to start at the side of
swept. Sweep the front of the room, starting near the Toom opposit? ‘e door, sweep down the alsle
the door.”Move back and forth, bringing the - next to the wall £ the rear and turn the corner.
. sweepings from the desk area’on the last move- «  Remove any dirt '® 'e’corner with a counter
. - ment_to the door. (See diagram on page 5.) = .' brush. Pfoceedin® to¥ard the front of the room,
2. During the sweeping (‘}péxgation, keep the sweep- move the deskouts 10 the clean area next to the -
ing mop on the floor; lifting the mop will allow wall and sweep th/e\d?s area jnto‘the aisle, as the
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diagram indicates. Move the desk units back into
Position as you proceed Up or down the aisles.
Deposit the dirt in front of the room at pickup
points indicated in the diagram. Continue the
operation row by row, concluding with the dirt
deposit at the door. Any doubling back should be
avoided if possible. Clean dirt from all corners.
" Swéep the front of the room, starting at the
door and moving along the front wall. Turn the
corner, then sweep back bringing the aisle de-
posits to the major pickup point at the door.
Sweep under the teacher’s desk wherever it is
located. Sweep back and forth until the front area
is completed and all dirt is moved to the major
pickup point. ' . ,
Sweeping the front of the room before or after
the desk area is optional, but it is important that
the custodian does a thOI‘O}lgh job of cleaning
with a minimum of steps. Since classrooms vary
in ‘size, use and types-and arrangements of
furnitura, the custodian:should study each room
and develop a procedure for cleaning that is most

efficient, .

3. Spot mopping—described previously.
- 4. Carpeted area cleaning—described in a later
. Pparagraph. ~

+

Other Furniture Arrangements
1. Where there are large tables and chairs, such as

in art rgoms, sweeping is comparatively simple.-

" If not objectionable, chairs should be placed on
the tables. The procedure in sweeping should be
the same as outlined before—always from the
rear or far side of the room toward the door.

2. In elementary schools there are ysually many
. arrangements of furniture.’Each rgom must be
studied to determine the most efficient method-of

Sweepinlg. Where there is sufficient+space to
accommodate classroom furnitutre comfortably,

the problem isn't too difficult. However, where

" desks are small or only chairs are used, the
furniture must be moved to allow sweeping. It is
important that the furniture is replaced in the
position the teacher requires.

~

/_Challkboa-rds', Erasers
“and Chalk Trays

Chalkboards and all related items are important

. and necessary installations, but are a constant
source of duut. Chalkboards must be cleaned by a
method that least agitates or distributes chalk dust.
Chalk trays must be cleaned frequently in order to

prevent logse dust from being distributed through--

out the room. Erasers and equipment for cleaning

must be kept as free from dust as possible. Consist-
*.ent effort must be made in keeping down the dust

probiem, : . .

~

ERIC -

IToxt Provided by ERI

Chalk and Chalkboard
Information

There are as many as 70 different brands of
chalkboards on the market today. Fifteen years.ago
there were only three backings for chalkboards: -
slate, wood pulp, and asbestos. Today, everything
from paper that comes in rolls, to glass, plastic, and
steel with a coat of paint are in use.

‘Basically, the most important thing about a
chalkboard is its surface. This surface when viewed
under a microscope, is a series of “hills’ and valleys”.
This provides the “bite” that wears away the chalk.
It should be rough enough to malke a mark, smooth
enough to erase, and yet prevent shine or glare.

Before chalk is applied, water will do no damage-
to a good grade chalkboard. Nevertheless, all chalk
contains a binder or glue to bind the particles of
chalk dust together. One or two washings wil! not -
produce a noticeable effect. Washing is not recom-
mended, but if -washing becomes necessary as an
emergency measure, it should be done strictly in
accordance with the manufacturei’s specifications.’
Over a period of time, the water continues to “set”
these glue particles in the “valleys” until the “bite”
is gone. To prevent this condition, dry cleaning is
recommended using a cloth, towel, chamois or
synthetic eraser. = ,

To break in a new or washed chalkboard, a piece
of chalk may be rubbed on the ‘board by holding
sideways. This is then erased and smoothed to leave
a thin'film of chalk dust on the board.

White Chalk

First grade chalk contains 95 percent or more
pure English precipitated whiting, usually from the -
White Cliffs of Dover. It makes excellent marks, but
more important, its marks are easy to revnove.

Second grade chalk is made of 50 percent domes--
tic whiting and 50 percent common clay. The clay
content buries itself in the valleys, sticks there,and
leaves ghost marks because it is difficult to remove.

Third grade chalk is tapered in form and full of
air bubbles. It often has hard spots as a result of
drying. These hard spots may scratch the board
surface, causing permanent damage.

Colored Chalk

A common rule in some schools js to prohibit the
use of colored. chalk because the vast majority of
colored chalk on the market, which is made for use

. on paper, damages board surfaces. Although’manu-

-
.

LW

facturers .make a first grade colored chalk which
would not be difficult to'remove, the colors seem too
light, and conseguently, teachers prefer the brighter
hued paper chalk.. On a green or Black chalkboard,
however, the lighter pastel shades will show up
better than the more brilliant ones.

kY



Chalkbo:zird Cleaning

- In general, chalkboards should be cleaned by
custodians and not by persons unfamiliar with the
different kinds of chalkboards and their construc-
tion. Custedians are expected to employ better

methods and produce better results:~How- often——-

chalkboards are to be cleaned depends upon the use
to which they are subjected. In some cases they will
need cleaning as often as once a day. The life of a
chalkboard will depend to a great extent on'how it is

‘cleaned and cared for. Chalkboards should be

cleaned before sweeping the"classroom.

A dry chamois skin or soft cloth such as a bath
towel is the best cleaning tool for chalkboards.
Liquid preparations of any kind will damage the
cutting surface of the chalkboard by filling in the
cutting surface with the emulsified crayon dust+The

. chamois skin or soft cloth used for cleaning purposes
should not be washed. The dust picked up from the

board surface should be removed by shaking only.
Chemically treated cloths, whether dry or damp,
should not, be used to clean chalkboards.”

Eraser Cleaning

It is essential in keeping chalkboards clean to
use clean chalkboard erasers at all times. The eraser

-enables the user of the board to clean the surface
before it is used again. To clean an eraser correctly,”

all of the impregnated dust must be removed from
the felt and from between the felt strips. This is also
applicable to the synthetic chamois combination
erasers. Best results in cleanmg are obtained by use
of vacuum . - -

~

'.Cleaning Chalk Trays

Chalk trays should be cleaned often to prevenf
the crayon dust from blowing around the room and

“soiling clothes of persons in_contact with the tray.

The cleaning may be .done with a dry. cloth or a
vacuum cleaner with brush. The same cloth.used on
the board surface cleaning should not be used in
cleaning. the trays, as the bo.ards may become
streaked. A dust pan held under the tray while the
cleaning is being done will keep the dust from the
floor, or « vacuum machine may be used.

‘Methods for Cléaning ,

o

\0(

. q‘o‘

ELECTRIC
ERASER CLEANERS

Resurfacing "Chal_kboards

New surfaces can be palhﬁed upon chalkboards of

“the composition type. Tt is only necessary to sand

lightly and. clean thoroughly the old finish before
applying the new surface material. The directions

‘for application are generally given by the manufac--

turer of the material. Slate boards may have a new
cutting surface ground upon them.

Spécial Areas

Homemaking Classrooms

The modern classrooms for teaching cooking
usually follow a standard design. Individual kitch-
ens dare spaced along the inside wall where there are
no windows. These kitchens are complete units with
ranges, working counters, sinks, built-ins and
cabinets for storage of all of the kitchen utensils,
dlshes, cutlery and supplies. v

~-On the window. side of the room are electric
washers and dryers, counters with built-in sinks and

15



storage space below the counter. Student desks and
chairs are in the center of the room occupying the
full length of the room. The teacher’s desk, filing
cabinets and storage cabinets are usually in the
front near the entrance door. The chalkboard is
usually -located near the teacher’s desk.

fitting areas are often included in this or an adjoin-
ing room. These areas wiil be suitably equipped for
this phase of teaching.

© | room size
- ¢ 30’z 80
¢ Cabny b
5
|
T
o
.1
-

Steps of Cleaning:
1. Assuming that the occupants clean the sinks,

appliances .and equipment: as part of the cur-.

- riculum, the procedure of ‘Sweeping will be ini-
tially the same as for other classrooms. Pencil
sharpeners and: waste baskets shall be emptied

. first. A 24-inch swivel-type sweeping mop will be
most functional here, because of the furniture
placement. ’ T

2. From the far end of the room, sweep the kitchen
areas first, working toward the front of the room
and into the hallway. In the class area, start on-

the window side, work back and forth thelength -

of the room, bringing the sweepings into the
hallway, where accumulations are picked up with
a dust "pan and brush and deposited into the
portable trash box. ‘

where spillage of food causes soiled spots. This
may be done either before or after sweeping. At

. Special attention may be necessary to spot mop .’

1

; sewing, —clothes—designing and~ —— special-areas—

a

least once a week the entire kitchen area and
other floor space in the room must be wet
mopped.

4. Clean glass—windows, door glass, mirrors, show-
cases, not done by students.

5. Dust at the time scheduled for all classrooms and

6. Carpeted area: cleaning will be described in a

later paragraph.

Industrial Arts—

Woodshop Area

‘Woodshops present a special dust problem. Wood

-dust settling on everything in the room necessitates

the use of a good vacuum cleaner with proper
attachments.  In most cases, vacuum cleaners are
being. provided in woodshops.~ When considerable
sawing and sanding is done, the cust~dian will need

to use the vacuum cleaner all over the classroom at -

least once. A second dusting may be necessary in
order to pick up all of the dust deposits. Frequent
removal of dust from thé container in the vacuum
cleaner should be done to insure machine efficiency.

Increasingiy, woodwork shops are being equip-
ped with dust collector systems. In some areas it is
required by code; however, this does not detract
from the regular cleaning steps. The dust,collector
systerr requires periodic service and emptying of the
collector receptacle. & Dy '

"

Steps of Cleam‘r_zg:. ,

- 1. .Assuming that the occupants‘ clean the machin-

tay

i

ery and equipment as part of the curriculum:
empty pencil sharpeners, waste container, saw-
~dust containers, and remove sawdust from bases
of saws, planers, and other machines.

2. Using theé vacuum, work from the far side of the
room toward the door, following a planned pat-
tern of operation. B

3. Light fixtures, walls, furniture, etc., ‘must be

* cleaned daily: Dust impairs the lighting and is
. dangerously ‘explosive. Lights originally sus-
pended:from the ceiling may have béen replaced
- “by dustproof fluorescent lights recessed inté the
ceilings. The ccol tubes of such lights cause little

air suction in the unit. Keep all other lights and -

fixtures free of dust and grease.

-

I3



Steps of Cleaning: ;

1. Empty pencil sharpeners and waste paper con-
tainers and replace in their positions.

2. Sweep from the farthest side of the room, moving
back and forth through the aisles and under the
desks until the floor has been completely swept.
Move sweepings into the hallway for collection.

Hh

Industrial Arts— 2

- Metal Shop Areas

4. Dust at a suiteble time.

Metal -shops do not=present such a dust prob]em
as woodshops. The proceume of cleaning the metal

shop and classroom is similar to regular classroom:

floor cleaning and dusting.

Steps of Cleaning:

1. Assuming that the occupants clean the equip-
ment as part of the curriculum, use a suitable
size sweeping mop or pushbroom. Empty- pencil
sharpeners and waste containers.

2. Start sweeping from the far side of the room and

" work toward the door and hallway.

3. The furniture distribution presents no problem of
accessibility. Where chairs are used at the stu-
dent tables, replace them in position after sweep-

. ing. Grease on the floor should be removed.
Consult the Stain Remova] Chart for metheds

and materlals )

Industrial Arts—

Drafting Classroom Area
The drafting. classroom presents no special

‘sweeping or clearing problems. In most cases, the .

student desks are metal ‘with drawers and tilting

" tops. Metal stools generally provxded may fasten to

the bottom of the table top by means of a frame into
which the qtoo] top slides.
The cleaning procedure is the same as for a’

convent,lonal classroom.

3. Dust after shop areas have béen swept.

Library Area

Smooth floor, resilent tile, wood, etc. Libraries

" are generally large and have rooms adjacent to the

main section.” THey sometimes are crowded with
furniture and book stacks. Normally, some study is
required to develdp a standard cleaning procedure.

»

Steps of Cleaning:
1. Empty- pencxl sharpeners and waste containers.
2. Start sweeping at the window’side, working back
and forth through the aisles and under tables.
Always work toward the exit doors. There may be -
- as many as four doors leading to the hallway
from the library, makmg 1t easier to move dust
out of the room. ;

3. Where there are adJacent rooms, sweep bo the
closest door.

4. Library dusting demands special attention. Dust
spread must be kept to a minimum. It is impera-
tive that dusting be done daily, completely and
thoroughly :

5. Cleaning carpeted areas is described in a later

paragraph.

Audltomum Area. -
Junior and senior high school audltorlums usual-

ly have a sloping floor with  seats- per_manently'



attached to it. There are usually three or four
. 'section of seats with aisles betweeri; and a built-in
stage eguipped with standard curtams and back-
. drops. There may be metal foldmg chairs which are
stacked in chair racks when not in use. ‘There will be
a lectern or two, and a piano. If chaits occupy the
stage daily, they may be either put in the place of
ag Weeplng._or_ moved_about_and re-

placed in storage, or moved as sweeving is done.
Chair rtorage trucks are a convenience and
timesaver in handling and storing folding chairs.

Steps of Cleaning:

1. Either remove chairs to facilitate the sweeping
process or, if chairs are not removed, use a
12-inch dust mop, sweeping back and forth

placed where desired by the teacher using the stage
area. Dressing rooms, either adjacent or lecated on
the second floor, should-be checked and cleaned
whenever they have been used for some activity.-

Steps of Cleanmg
1. Begin sweeping pne section of the seat area
. nearest the side wall. Use a 12-inch sweeping
" . mop, workmg back and forth between and under
_the seats, 'eaving the sweepings in the aisle. Use

".a vacuum cleaner whenever one is available. Itis -

much éasier and more efficient to clean under

- seats and especially'around thechair leg supports-
with a vacuum. Complete the audltonum floor in
this manner. - -

- 2. If vacuum cleaners are not used the sweepmgs
must be removed from' the aislés by sweepmg
“them to the front of the auditorium.

3. The open area between the front of the seating
area and the stage is easily swept into the
hallway, since there are no obstructions.

.4. Sweep the stage: area with a suitable size dust

" mop: Work back and forth the width of the stage

toward the exit door to the hallway. Pick up the

‘sweepings and dust area when dusting operation

is scheduled

Multli_. mn'osé’Rooms .

These aréas are used variously as auditoriums, . -

gyms and cafeterias or dining rooms. Sometimes
" there is a fixed stage or a portable stage arrange-
ment which folds against the wall on one end of the
room. If folding chairs.are used, they may either be

between the rows of chairs.

2. Sweep in front of room and proceed toward the
rear of the room. Move chairs to allow, full
coverage of the floor.

© 3. Replace chairs as you move along, or keep pus}-\

ing chairs toward the front of the rcom until
sweeping is completed; then place chairs in the
position desired by the teachers or principal.

-4 Dust when duq\mg is scheduled.

Cleaning the Cafeteria
and Kitch‘en |

There should be no compromise in cleaning and
sanitizing this area of the school. The kitchen and
lunchroom area of the building must be kept spot- -
less ard germ-free. Superflclal cleaning cannot be
tolerated in these areas.” Floors, walls, ceilings,

" tabletops, benches, kitchen counters, etc., must be

kept strictly sanitary."Any trash or garbage contain-
ers in the area must be thoroughly cleaned daily,
sanitized, and lined. Use the right tools, sanitizers
and techmques in daily application. A clean and .

. attractive lunchroom creates the environment for

meal enjoyment and relaxation. Kitchens and _ _
lunchrooms provide breeding places for germs, thus -~
requiring speclal attention to cleanlinéss and sani-
tatlon J

Eqmpment

-"The cleaning equipment for cafetenas and kltch-

,ens is the same as for other areas of the building—a

suitable size sweeping - mop, wet mops, mop buckets,

‘mop wringer, detergent spray bottle, sponge, cloths

or towel, dust cloth, dustmg mop.

Steps of Cleanmg :
1:-The daily work should be planned to allow thicse
rooms to be cleaned immediately after use. Usu- .
ally the cafeteria crew. will cleanthe tables'and -
chairs, but if this work is assigned to the custo-
_dian, the tables should be washed with & good
cleaner and sanitizer. If the tables are used for
other. -purposes during the day, they should be

- washed again before the rext lunch period.

2. Pick up all spilled foods before sweeping. To
_prevent sweeping through floor areas where food
has been spilled, thus causing a smear, place a
chair over the spot to mark it for spot mopping.
Spot mopping follows sweeping; complete mop-
ping once a week.

v -

3. Wash the garbage cans each day and line with

papers. Where disposable vinyl or other types of
“liners are ‘used the washing of the cans mlght be

D n
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reduced to once or twice per week, and the lining
with paper not be necessary.

airing the cans, lining with paper and returning
them to the cafeteria.

. The kitchen should bc cleaned immediately after 2. The cleaning of the floors of the dining room and
the cooks comp’ete their work, special attention kitcnen daily; the mopping of the kitchen floors
being given to *he kitchen hood, the filters, the daily; spot mopping of the dining room daily as
walls, and the floc r mopped daily. Check the hood required.
once a week, cleaning as often as is necessary, ‘3. The putting up and taking down of tables and

never allowing grea:® to accumulate. Clean the

stoves after cleamnff the hood since dust—armd- ————cafeterias or-gymnasium=cafeterias:

chairs as may be required in auditorium-

grease Usuaily :Zit ¢n the stove top during the 4. The cleaning.of hoods as needed.

hood cleaning process. A solution of household 5. Vacation cleaning procedures shall apply to the

ammonia, or prepared grease-dissolving cleaner, dining room and kltchen as to the rest of the

is effective for stoves and hoods. Clean the filters -building.

over stoves and grills once a week. 6. Dispensers for paper towels and soap shall be
. Kitchen walls should be washed frequently “to kept filled at all times.

prevent an accumulation of grease and smouke. 7. A551stmg the cafeteria manager with heavy lift-

Theroughly clean and mop the kitchen floor each ing when needed.

day to prevent spilled fond from hardemng on the 8. Maintaining the hot water supply at needed ’

floor. *  temperatures. Turning the dishwashing booster .
: Walk-in refrlgerators are subject to the growth of hieaters ON and OFF BEFORE and AFTER use. These

mold or fungus and must be cleaned with a booster heaters must not be left on overnight.

residual anti-mold or anti-fungus germicide de- . 9. Cleaning of cafeteria tables and chairs following -

tergent. Special paints.may solve this problem.

Gymhasium Area

an extra. activity at night, provided they have

been ‘used in serving food or beverages!

¢

. These areas are large and free of obstructlons

usuall* having’ folding bleachers on two sides.
Larger gyms have built-in bleachers which-do not

. obstruct the playing space.
Steps of Cleaning:

1.
2.

. Once a week or more often,

e
T —

Use a suitable size sweepmg mop: It is practica\l"\
to use a’large mop, 36", 48" or 60"
Sweep on one side of the gym moving the full

length of the floor and back to the hallway side of

-the area. Continue thig process until the floor has

been completed.

Check the space below the bleachers. As these are
used often for students who bring sack lunches,"
parts of the lunch and paper may be.dropped
below. Remove with a suitable size push broom.
When -bleachers are ‘drawn cut at lunch time,
they must be swept with'a suitable size dust mop
before they are folded back against.the walls.
if necessary, .
bleachers should be damp mopped to remove
spillage of liquids and foods.

Sweep trash from under the bleachers toward the -

-~ hallway exit with the sweepmgs from the mam

.gym floor,

Pick up and remove sweepings from the area. -

.‘_Dust the bleachers when dustmg schedule is puf
into operation.

‘ Custodian Cafeteria - . o .
Respons1b1ht1es ~ T
1. The daily removing of the garbage cans from the - '

- cafeteria, disposing of~the waste, washing and




Cleaning Shower and -
'Locker Rooms

cleaning and sanitizing the lockers, benches, floors

~and walls. The disinfectant, detergent, germicidal

material is also suitable for use in toilet rooms for
bowls, urinals, basins, floors, walls, partitions, etc.
it 1s effective and recommended for cleaning and

There should be ro compromise in cleaning and -
sanitizing this area of the school. As moisture
_ Provides conditions for growth of fungus und germs
—which-carbeconveyed to people, shower and locker

sanitizing plastic-covered mats in the exercise

rooms and cther equipment, walls and floors. -
Avoid the use of scouring powders, as they are

difficult to rinse. Abrasives, steel wool, acid cleaners

.

-Tooms need to be cleaned and disinfected daily with
proper equipment and chemicals. Hazards which
might bring about injury must be removed. Fioors
must be: cleaned thoroughly “to avoid slippery
_conditions. ]

- e ‘walis and ceilings of shower rooms are
usually constructed of non-absorbent material stch
a8 cement, plaster or glazed tile. When the walls and
ceilings are made of porous material it is desirable

. to paint them a light color.with a good quality

moisture-resistant paint, sylflthfﬁtic enamel, or plas- .
- tic glaze, taking care to keep the lower parts of the -

wall as smooth as.possible in order to facilitate
clear_ling- :

Procedures

. In daily cleaning,.locker room floors should be
swept and all toilets, urinals, hand basins,and
benches should be scrubbid with a good disinfect-

ant. All shower room floort;, and flpors that students.

.w-alk on barefooted, should be scrubbé¢ with a good

disinfectant daily. The shower walls should be

washed at least once a week With a solution of warm
water and a germicidal, fungicidal detergent. -

~ The floors, walls, ceilings and plumbing fixtures

~-in showzi rooms-are subject to a build-up from hard

- water, goil, éoap curds, body .oils, fungus and algae '

~ which, if allowed to. remain OVer-a-period of time,
“become difficult to remove. There are some so-called
disinfectant germicides which-contribute further to
this bujld-up. The build-up provides further prob-
“lems in removing germs and bacteria. Fungus for-
mation becomes quite visible when the grout mortar
joints in tile turn brown or black, or when brown or
‘black Spots appear on the face of the tile or'on other
surfaces, and do not .readily wash off. .
. Available from dependable suppliers are several
. certified residudl disinfectant detergent germicides
.Wh%h@hre used in solution with cold water in a spray
_or applj
. regular program, they will remove soi], soap curds,
body oils, scum algae, and fungus from the ceilings,
~.walls, floor ané\shpwer fixtures without the use of
abrasives or scrub brushes, and provide the"neces-
Sa"}';disinfectant,applfca&ion. Continued use of the
‘material in proper dilution and on a regular
schedule will prevent reoccurrence of the objection-
“able conditions mentioned above, Most athletic di-
. rectors and instructors will endorsé-such a program-
-and ‘have "confidence that the _Custodijal staff is
- adequately maintaining these critical areas. This is
a single operation leaving an active residual and
requires no rinsing treatment. This material should

by a sponge or mop. When used in a:

™y

and strong aikaline cleaners also should be avoided.
Substitute specially designed nylon pads for scour-
ing powdsrs, abrasives and steel wool.

« Avuid the use of mats or wood gratingsin shower -

or locker rooms, for they are hazardous and present

a problem in cleaning and sanitizing.

Keep floor drains in shower and locker rooms
free of gum, paper, and other debris, to prevent
clogging the drain trap. Repair leaky valves, liquid
soap dispensers, check:frequently for clogging; di-
lute the concentrated liquid soap according to direc-
tions—it may prevent the soap congealing and
.plugging the dispenser . ‘ '

5 2

* Shower ‘Heads

The shower heads should be .in,spected_éby the

" custodian at least once a week and . cleaned if

necessary.’ If-the shower heads are modern types, .

they can be readily cleaned while in place by
loosening the tooth-edged disks on the face. If the
heads are the older type, consisting of,an inner
screen and a perforated face they should be removed
and cleaned thoroughly. Punch the holes with a fine
piano wire of the proper size, then replace the head.
The work can be facilitated by keeping.one or more
extra shower heads on hand. Remove the clogged

. head and repldce with ‘a spare head at once, then -

clean the clogged one at a inore convenient time.

[ o
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Cleaning Rest Rjod*ms, .
Toilet Bowls, and the

.Control of Odors -

There should be no compromise m cleaning and

sanitizing thisarea of the building. The cleaning of -

rest rooms is often considered the most  important
job of building maintenance. Rest rooms should
receive more thought and attention than any other
area in"a school building because of the nature of the
personal -service they provide. No-other item of

. building maintenance receives closer inspection by

the. general ‘public-and the occupants than do the -
rest room areas. Here is set the pattern of cleanli-
ness for the entire building. Poor rest room condi-
tioris reflect on housekeeping generally. The proper

- equipmentand techniques must be utilized daily. By _

using proper germicidal detergents and techniques,
a rest room needs no strong disinfeetants to cover up

also be ysed. in the locker and dre_ssing' rooms for_ odors. There is no lasting odor in a rest room that is .

. . . N .
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consistently and properly -cli:aned. Rest rooms
should be cleaned daily or more often if a check
shows the need. Anything less than daily cleaning
should not be considered. Proper cleaning will not
.only maintain the appearance of the room, but will
prolong the life of the fixtures and finiches. If
cleaning schedules are used these tasks will become
much easier.

Cleaning Schedules and Methods

A. DAILY CLEANING
Some of the items listed should receive attention
frequently during the day.
1. Empty the towel and samtary receptacles
into a canvas bag or other container used for

. this purpose.
2. Sweep the floor’ toward the door thh a push

broom. Pick up the sweepings in dust pan

"+ and empty into a container.

3. Flush the toilets and urinals. - -
.4. Clean the wash basins and faucets: w1th a
properly diluted solution of certified germici-
-dal detergent with a sponge, soft cloth or
spray bottle. Dried deposits of soap or stub-
born soil can be easily removed by rubbing
with one of the new type soft white nylcn
abragive pads. Rinse and wipe dry with
. paper towels or soft, clean cloth. The sides,
under-parts, trap and shut off valves should

be cleaned with the ‘same solution.:Apply

with -a sponge or cloth and wipe dry. :

- 5. Clean the toilet bowls, inside and out, using
the same solution and giving particular at-
tention to the area under the rim. Check by

using a mirror. To clean this area, a bowl

The -average cusfodnal employee receives far¥oo little instruction in”
restroom cleaning..- Demonstration should be followed by - havmq
* - trainee do fhe worlr under observahon

22 .

THIS IS NOT AMATEUR HOUR-

t

swab or brush is 'ée'nerally used. If the flush :
. holes under the rim are plugged, they should

be cleaned and, for this purpose, a nylon:

-coffee urn brash of proper: size is ideal. After

cleaning,’ wupe the outside and back:of the -

bowl and dry with cloth or paper towel.

Thoroughly. clean the top and bottom of the
toilet seat and covér. Wipe dry and leave- in-
the upright position. Clean and dry the flush.

areas under the urinal lips and the floor, area |
directly in front and to.the side of the
urinals. The underlip can be cleaned with/

- the swab or brush. Follow by using the whlte
 nylon pad if necessary. The, importance of
. thoroughly .cléaning this area. cannct be -

over-emphasmed Neglect will soon allow a
deposxt of uric acid crystals to accumulate:
This is usually the cause of the offensxve

odors from urinals, Once a week or more

" handle, hinges, and other  metal parts, as- -

well as the rubber bumpers ‘ ks
. When cleaning the urinals, use the germici-
dal detergent solution liberal’’ and do a -
" thorough job, giving added attention to the

I
/
i
i

often, depending on traffic, the underpart of ~

the toilet bow] rims and under part of. the

urinal lips’ should be cleaned with a good
bowl cleaner (modified acid type) applied -

'with a bowl swab. At the same time, pour a

cupful of this cleaner into each of the urinals
and allow.it to remain for a few minutes,
which will help keep the traps cleanand free

:'

from odor. It is well to emphasize that acid- /

type cleaners should néver be used on wash

‘basins or drinking fountains, as they can

cause severe damage. Bow] cleaners.are for .

‘use in toilet bowls and urinals only .
. Clean, and if needed, fill all towel, soap, -

toilet tissue and sanitary napkin dispensers.

. Clean mirrors with a sponge or.cloth and -

clear water. Dry thoroughly with paper tow-

els. Clean windows in same manner, and do

not neglect the sill.



VLU

W

AN

N

o,

.-

9. Spo‘, clean walls and partitions with germici-~
‘dal detergent solution appliex with a sponge,
cloth or spray bottle,” and be sure not to
neglect the top of the partitions.

10. Ventilator grilles, should be cleaned as

., needed with a counter brush:

11. Light fixtures should be cleaned by wiping
with a soft, dry cloth. They should be
thoroughly washed, inside- and out when
burned-out bulbs are replaced.

12. Clean the entire floor area by mopping with

~ germicidal detergent solution, giving extra
. aftention to.the areas in front and to the

sides of the urinals and around and behind o

. the toilet bowls.
- Inspect your: work and remember that areas
nieglected will soon cause problems and complamts
A properly maintained rest room will be complete]y
free of any lastmg odors

~

SE)

Some custodians prefer to use scouring powders
and disinfectants instead of germicidal detergents

‘and soft nylon scouring pads, but actual tests bave

shown the germicidal detergent-pad method is much
less time-consuming ar 1 less damaging to chrome
enamel and vitreous fix‘ures, leaves no abrasive
powder deposits behind faucets and fixtures, does
not build film on the floors, and generally gives
better protection to the user against infection. The
nylon pads recommended are especially made for
this purpose. Harsh abrasive pads should not be
used.

COMPLETELY CHECK
CONDITION OF .~
FIXTURES

'B. WEEKLY CLEANING

“Wash' walls and partitions using” a tésted.
sanitizer or disinfectant. Only the wainscot or lower

half of the walls are washed every week. A portion -
- of wall space may be washed each day so that the

room can be finished by the end of the week. Do the
necessary spot cleaning. daily. Clean radiators, air
supply, and exhaust louvers. :

C. MONTHLY CLEANING

Check the upper portion of the walls. Look for
cobwebs, dixt marks, etc., and remove. Check under
lavatones Quite often soap and water will run down
the edge of the fixture and collect. underneath.,

Check the waste lines. They will become dusty and o

sometimes water will combine with the dust to make

= filth.

D. ’I*WICE A YEAR OR AS OFTEN AS
NECESSARY :
Dust ‘upper halves of the rooms. It may be

necessary to wipe this section with a damp rag or

sponge. Dust overhead waste lines if- they are
exposed. Clean lights and flxtures

E. ONCE A YEAR OR AS OFTEN AS

- . NECESSARY

- The éntire area should receive a thorough clean-
ing. Floors should be scrubbed, walls washed, parti-
tions washed,

for sanitary purposes.

Porous fibers and ceramic tile floors with
grouted joints should be sealed with a material
.designed for this purpose. This is espec1a11y critical
adjacent to toilet bowls and urinals.

SERVICE :PERSONNEL -

lights and fixtures completely -
° cleaned. Painting should be done at this time. Rest
room areas should be painted as often as necessary’

N



' A. SEAT AND COVER

Things to Remember

The more “Homelike” W€ Make oyy tojlet rooms,
the more careful the user Will be, '

Make the toilet rooms light ang bright so the
user can see that scmeon€ 15 taking care of that
‘area.

Fxperiments prove that t.h_e clean toilet and rest
room will receive the best attention apq courtesy of
the user. . . -

Plan your method for cleaning regt rooms and
" facilities. i »

Care of Toilet Bowls |
The care of toilet bowls can be divided into seven

operations.
. P

. By, rough treatment, the'toilet seats may become -
. cracked, chipped and pitted- Lack of proper mairite-
nance procedures is often the cause of such rough
treatment. Cracks and Pit8 in the geat provide
excellent locations for the BT0Wth of hacteria. Such
seats should be replaced with New opes. :

B. THE. TOILET RIM .- :

‘The rim of the toilet must be cleaned frequently.
Precautions shouid be taken against damage, such
as striking pails against th‘i nm while emptying,
screws of worn bumpers 8€r<®ching 454 discoloring

the rim, or other rough tréatment which provides

additional breeding places for germg, Replace worn
seat bumpers as soon as they are digcovered.
' If the top rim of a toilet 18 dirty, the underpart of

‘the rim will be in very bad condition. It can be

checked by using a mirror. 1€ Uncared-for portion

of thé riin is the' chief startINg point of staing and
odors. Encrustations.of minerals ang yric salts plug
the flush holes and prevent complete flyshing. Daily
brushing under the rim with a_gosq cleaner and
disinfectant is necessary t© Prevent the accumula-
tion of, filth. A scratched Surface cgyges dirt to

. collect \hnd -odors_to occur = o '

'C.METAL PARTS AND RUBBER gympgRrs - .
 Metal parts of the toil " Should be jjcluded in the
- cleaning program. Dirty hinges, flygh handles,

" pipes, screws and .bolts C2US€ Corrogjon and take "
away the beauty of a clean toilet. Copcealed places
between the hinges, around dirty floor bolts, ete.,
also provide'breeding places for bacteria,

D. THE TOILET BOWL e <
In some areas toilet bo‘fVls become gtained rapid-
ly, due to the mineral hardness of the water. Many ..
good cleaners are now on the market to control this -
condition. Some of the MOr€ recent.products are’ -
made with_a minimum of acid content apd are

A

therefore much easier to handle‘. , o
© " The outside of'the boWl must z1go receive its -
“daily cleaning, with spemal_‘ care- bejng: given the
area at the back of the bOWI which is often
"neglected. ' ‘ o

B ? S ) ¢ : : 16

,,,n‘jt cleaped, can be the
" troubles, and also a source ©

" should b the - cleaning 2nd

Care of Urinals.

_ eliminatg the need for a 8

M

E. FLUSH TANK

A dirty flush tank is VeYY often the cause of
odors. Tanks should be-cleaned in t'he,,Sng_l_e manner
as the inside of:the bowl. T e

F. PASSAGE AND TRAP _

€ pagsage and trap from a toilet ( urinal, if
beginning of plumbing
. Ors. Harsh acting
Cleaners zre gometimes necesSary to remgve encrus-
tations i this area, but 7€ cleaned they will be
€asy o maintain. Do not ¥5¢ harsh cleqpers without

first test;y, g them for effect O metal. Reaq directions
carefully' . ‘ '

G. FLOor AREA AROUND THE gowr,

‘The final step in every toilet cleanipg.operation
drying of the- floor
around the base of the bowl- Porous flooring should

Properly sealed before 00O Causing goil has a
chance tg pepetrate into the floor. Use hot.water
Béneroygly and dry out. Never use hot water on
resilient tile floors. Be sure the base of the bowl has
a Proper type seal ‘between 1t and the floor. .

¢ . L.
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Basically, the applicable Steps listed.for the care -

© of toilet bowls should be applied in cleaning urinils.

Control of Odor

A clean tcilet area prevents the Agl‘owth of bac-
teria, the primary cause'of 04OTS, and eljminates the )

... eNCrustationg that might forM, causing lingering "

odors. The urinals:in a reSt'an}‘Wi_ll collect odors *
much mgre guickly than 2 toilet bowl, due to
Infrequent flushing and the uric ga)ts that are~

formed, thus necessitating 2 More rigid cleaning * °
. Schedule, Automatic flushing
,;mended‘ !

devices are recom-

The a,bsen.ce‘ of:‘,todor‘in a rest rogm does.not
. ; disinfectant that will -
kill and control the sprea¢ ot bacteriz . Ce

-Hallways or CbrﬁdOIjs h

~ “~The preper cleaning of corridors -is one of the

Most important operations 1N Cleaning floors in a . .
bullding.'The hallways are the first area-to pick up
dust from, traffic. Walk-on entrance mats may stop

 the Spreaq of dust, When hallWays are gy ept at least

ce in the morning and tWice in'the afternoon,
classroor, floors. will not B€ SO sefjqus a dust
Problem The best time to SWEEP the haliway is after. =

the Students are settled.in their classes,

Use 4 suitable size sWee€P18 mop 3¢ 48" or 60,

- o% if extfeme conditions €XiSh use a gyitable size - -
_pushbrggm up to 36" with SWeeping copipound. Of

course ,|] hallways must D€ sWept during the .
€VeNing cleaning. Walls.-above the wainscoting*
should be dusted once per Week if' nocegsary. A
long-handled brush should be used. Keep wainscot-"
Ing clean and free of marks.‘Clean goor glass. .
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Cleaning Stairways -

" The condition of stairways as well as floors

- convey to the visitor and persons who use the

. stairways . dajly the quality ‘of housekeeping the
_ cu§tod1an performs. Steps must be kept clean and
safe from slippage. Specific tools must be used in the

operation to keep stairways in the best cortdition.

Tools and Materials Required
.One treated sweeping mop of Suitable size,.coun-
ter brush, qust pan, refuse container, one floor

brush of syitable size, or & Vacuum cleaner are
n , ‘

Information
Stairs may be cleaned with.a portable vacuum
- cleaner, "a small floor brush and sweeping com-

_pound, or a treated dust mop. To see:a]] parts.of the .

step, it is advisable to stand on the second stair tread
below the one being clear_led-

‘Operational Steps Using Compound

1, Place a gmall quantity of sweeping compound on

- thefirst and'second steps, stand with feet a little
apart on the third step down. Hold the brush-
block parallel to the wall on the right side of-the

first step and pull the dirt out of the corner onto_

the step Lelow. - » _ .

~ 2. Place the floor brush in the right corner of the
first Step_again_ W]tHa Sllght tum of the body to
the left, pyll the floor brush toward, but not into,
the left ‘corner, permitting the Sweeping to drop
to the step below. ! o

3. Place the floor brush parallel to the tread in the

left corner of the first step and pull the sweepings .

-, forward gg that they fall on the second step.

b

Stairs ‘and platform; are dry-cleaned . with light i27 flgc\ machine
_and bﬂ?"_"” scrub brush.. Floor finish coating is sprayed on\stairwa
lightly, with water from pint spray bottle (seen jnaman's hip ockef{
. before buffing. o . i

Foorey -
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'4. Step down to the foruth step; place the floor
brush parallel to the tread in the left corner of
the second step and pull the sweepings forward so
that they fall on the third step.

5. Sweep the remainder of ‘the second step toward
the right corner, turning the body slightly to the
right and pull the sweepings on the third step
before reaching the left corner, ’

. 6. Place the floor brush parallel to the wall in the

right corner of the second step and sweep the dirt
out of theicorner onto the third step. ,
7. Step down and repeat the operations in steps 2 to
6 until all the steps have been swept.
8. Pick up the sweepings and place in refuse
container. _ - S
9. Don’t forget to clean or dust the handrails.

Operational Steps Using a Sweeping Mop
Basically, the steps of cleaning are thessame as
“those with a compound. Clean the corners with.a
counter brush. -« ‘ - .
Rapid Sweeping of Stairs Without Dust
An alternate method, nearly dustless, is to use a
backpack vacuum, which is very satisfactory as far
as actual cleaning is concerned. ' .

i

Cleaning Office Aréa

'Administration Area—Office:

Smooth Floors, Resilient Tile,
Wood, Ete. AR

The office area usually consists of the following
rooms: the principal’s room; the vice-principal’s
room; main office section, with a limited waiting
-area separated from secretaries’ secticn by a coun-

*“ter; a mimeograph room; a supply room; and a

student service room divided by a counter. This type -
of office area is typical in high schools and junior

- high Schools. .Elem,erntary offices vary as to type of 3
* space and procedure of handling pupil traffic. There
- i8, however, some similarity, and the procedure of -

sweeping these areas is al\so similar.,
Steps of Cleaning S S

1. Empty pencil sharpenefs and all waste paper .
- contajners. Because of the small working area, °

use a twenty-four inch swivel-type dust mop for

‘Sweeping,

- 2. Clean all rooms adj'acent.to the main of fice fil"s't,v

- starting at either end of the area. If there are exit
doors in the room, move sweepings out of the door
into the hallway. Where there are no exit doors in
the rooms, move’ the: sweepings to the, main
section and out of the nearest exit door into the

. hallway. o ' . LI .

3. After all adjacent roomghave been swept; sweep
. the main section starting at the farthest end
~toward the exit door. : '

4. Finally, sweep the waiting room space ahead of

the service counter starting at the counter and

%, Moving back and forth the length of the room.

v [N
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Move the sweepings out, of the door closefff to the
last round made- with the dust mop. . )
5. The room may be dusted at the scheduled time for,
dusting classrooms and other areas. Dusting time
varies with different schools, but.it is.important

that dusting this zrea be done after the dust has = -

settled. Dusting may be done during the day
when necéssary.. When dusting the-desks’ of
administrators and secretaries, do not rearrange
or destroy any materials on the desk. It is gcod
practice to first ask the administrator if the desk .
should be dusted when not cleared. Rest.rooms in
this area may be cleaned when the schedule is-
best suited to the cleaning of all rest-rcom
sections. o i
. Carpeted area: cleaning

described in a later
paragraph. ' ’

Dusting Rooms and
Furnishings A
Duét in any form is-a host to germs. The. utmog®
efforts-should be made to prevent dust from enter-
ing the building in the first place, but it cannot be .
-done to perfection, because there are so many ways
-dust is produced. : - DRI » .

TELL TIVME *

" DUST CAN'T

¢

Dust is formed from particles _entéring" the build- -

. ing from outdoors, or lint from clothes: Dust settles

" on-walls, floors, light fixtures, and all types of
furniture. Usually the floors are the heaviest con- -
tributors to the movement of dust; therefore, the
hallways must be frequently dustmopped during the
day. This prevents dust from being tracked into the *
classrooms. If dust does settle in the building, it -
must be removed daily. .

To eliminate dust is to reduce possible-infectious
diseases.. Good health through cleanliness must_be
the custodian’s-chief econcern. The importance of
dusting .rooms and furniture cannst be overesti-
mated, for dust irritates the respiratory tracts and -
may be the means of spreading disease. Well dusted

and clean furniture not only improves the appear- .

ance of the building, but provides comfort for the
" occupants and proper conditions-for their activities.
v . .. : .

(
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? Rﬂbm‘einber, when dustmg, that .printe&, typed or
written_materia} on 27 a9Ministyator’s, secretdry’s
‘or .teacher’s degk is '€ Persona] business of the
person using the des¥: ABY materia] on a desk that
is lifted for dusting ghould be replaced in the same

" position. .

.

L#]

"sAfter it hag peen -Vashed, dry

_Tools for Du'sﬁlig

receive the proper car?- A vacuum cleaner lags when

the manner in which

-

Procedures

After proper dusti”8 there should be practically
no dust in thé air- All dust will have been ,removed'
from the top,.edies, COTMers, crevices, and uader
parts of chairs and fﬁ‘bles'_ If there is any doul)t, a.
white handKerchief t#St Will show whether there is
dust on the fiymiture °F Woodworl:, Dusting should
be done 1énig enough #* T SWeeping so that all of the
dust in the air will Pave Settled, and it should be

“done once each day,.%F MOre often, to avoid large
- accumulations. .

" .. In dusting furnitu!; dust one row at a time with
only one. dusting too)- Use a Systematic back-and-
forth motion on flat surfaces with clean and fluffy -
dusting cloths or. rﬂop :
motion is likely to mi®8 SPaces and to flip dust into
the air. Fixed girt should
ture, preferaply with the aid of warm wateér and
neutral cleaner, alth?Ugh furniture polish contain- -
ing cleaner may be ﬂ?e . e ¢

~ A towel is the best £1eahing cloth, Tt has a gentle:
scouring action gnd r€'2inS the dirt as it is removed.
the fuiniture
thoroughly with a c]oth- One of the important‘pal'ts
of the job is to ipsur¢ that dll cleaning solution has
been rinsed from thé ‘fumlture after cleaning-

)

. Dusting efficjency dependsﬁou adequate tools and

maké the job faster #nd eagier. Some of the tools
recomnmended gre v#SWUM cleaners \i')vith attach- .
ments; chémica]ly-tré2ed dusters; dust mops; and

.soft clean ~'dustﬂ Olo!:fls W}}lCh .have been px‘operly

sting with a circular -

removed from furni=" -

o

ey ‘aré used. Efficient tools .-

treated. Use extreme, “aution'when dusting so that

the dust cloth does not come ifl cqntact with plaster .
or painted wallg, leaV'g @ dirty film.

Dusting tools do 2 890d jo “only when"

* .

fhey

Ust vith right. 2

is to lift objects with left pand; d

A

!

.The simplest tasks can’bo ?Podited by training. “Here the procedure



the dust b~ s clogged with dirt. A soiled duster or
dust mop httle better than none at all. A harsh,
dirty -dusi cloth is worse than none, because it soﬂs
and scratches the surface. A few minutes a day
spent in caring for tools will insure a good cleaning
job. :

“Walls and Cobwebs

Walls should be dusted regularly and ofter. If
theéy dre neglected, ‘they soon acquire a film of
greasy dirt. This coating attracts and holds still
more dust, which inevitably becomes embedded and
difficult to remove.

Where dust and cobwebs are the > only p .ulems
walls may be dusted with the suction “attachment of
the vacuum -cleaner. Other good tools are a long-
handled soft wall brush of hair or lamb’s‘wool, or a
corn broom covered with a clean, soft cloth. When
dusting walls, work should be done from the top
down with speclal attentjon given to high molding.

Use caution in dusting cob®ebs. Whether they
are spider webs or dust.cobwebs, they should be

. removed .with an upward lifting stroke to &void .

streaking the walls. Cobwebs of any kind are sticky,
and if pulled down against the wall they will leave a
. trail of dirt that 1s difficult to'remove.

1ators

Neglected radiators cause un51ghtly soil deposits
on the surrounding walls. To avoid this condition,
:'radiators should be cleaned often, especially when
they are'in use. A good method of cleamng radiators
is to brush the coi exposed radiators with a
downward strokeZand collect the dust and dirt on
damp newspapersgeneath. If a vacuum cleaner is,
available, the crevic attachment can be used to
gather the dust.

iHow To Get the Most
Qut of a Lighting System °

Proper and efficient hghtmg of buildings, espe-
c1ally for students or for people who are doing close
detail work, is necessary. Modern methods of light-
ing are rapldly being installed inold as well as new
buildings, and the value of proper llghtmg is w1dely

i understood and: accepted

-

Scientific methods of determining the correct -
amount of light are available from lighting special-
ists. After the lights have been installed, fixtures
must be kept clean in order to retain their full power
and efficiency. This cleaning must be done regularly
and systematically. The following information indi-
cates what is necessary to get the best performance
from a hghtmg system.

Consider Lamp Replacement on a
Group Ba51s

Neglected’ lamps that have outaged reduce il-
lumination greatly. ‘If burned-out lamps are not

* promptly ’ replaced, illumination' may drop to an

unsafe level due to the fact that the rest of the lamps
in the circuit have outaged Arrange a lamp replace-
ment schedule to assure that lamps in a hard-to-get-
at location are replaced before they burn.out. The
groups should be broken by rooms, areas, circuits, or
fixtures, and a list made to keep track of these

‘groups and dates when they are changed.

Lamps removed on ‘a ‘replacement schedule’
should not be used again as their light output‘will be
down 25 to 40 percent. When changing lamps, do not
increase lamp -wattage without expert advice. Re-
member to replace any burned- out or defective lamp -
daily. : . S

WRONG

Concentric ng letures

When relampmg a concentric ring flxture be
sure to position the lamp correctly (see illustration
above). Make sure there is clearance all the way
around the lamp where it enters the socket housmg
If the housing or husk touches the lamp, eakness.
will develop due to the heat and th g[élamp may
explode after a time.-Be sure the lamp is positioned
or centered. If you are unable to center the lamp
correctly, make a repalr request

~ Rapld Start Fluorescent letures

Correct positioning of rapid start lamps in the
fixture is very important for their successful opera-
tion. There are only 3.5 volts across the two pins at '

~each end of the lamp, and incorrect installation can

pCA.50



causé poor contact and failure of the lamp to operate
or, if it does operate, the -life of the lamp may be

shortened considerably. The following diagrams will

assist you in installing lamps.

Figure A shows an end view of the lamp. Notice
the little moulded bumps at right angles to the pins.

" Figure B illustrates the general appearance of
the contact portlon of the socket

Figure A
Figures C and D show the incorrect position of
the lamp and relative p051t10n of the pins and raised

bumps.
-~ -
4 '_\

RIGHT
5” Flgure E .

Figure E showi the correct positién of ‘the.pins
kand the pOSItlon the raised bumps on the lamp.
"Make a’visual check of the ahgnment of these

- bumps with the socket. When a lamp is apparently

burned out, take both lamps out of the fixture and

- scrape the pins on the lamps and reinstall. If lamps

-still do not hght install one lamp at a time, as the
two lamps are in series. ’

In schaogls that have'both rapid start f1xtures and
uorescent f1xtures care must be taken

“operate successfully in regular fluorescent fixfures.

Damage to the rapid start ballast will result if a -

Figure B ~.._ —_

1d start flxtures however, rapid start lamips will

~
GNPy

regu]ar fluorescent lamp is installed in a rapid start
fixture. :

Rapid start lamps may be dlstlngulshed from -
regular fluorescent lamps by the words “rapid
start”, which are etched on the glass -

Repairs and Regular Cleanmg

Schedules

Make repairs promptly. As a part of a “planned”
-lighting maintenance program, make all repairs as
promptly as practicable.. Even slight abnormalities
should be noted and repaired, promptly to prevent
progressive deterioration of the lighting system.
Every defect is a light and power robber. It might -
also be dangerous. Fix it now.

Establish regular cleaning schedules for fzxtures
walls, ceilings, windows and skylights. It is a gener-

ally recognized fact that dirt absorbs and masks -

light. When we remove dirt, we improve visibility.
No other feature of lighting maintenance pays more
immediate dividends. It is frequently possible to
plan lighting maintenance so that cleaning and
relamping can be done at.the same time. This is an
ideal arrangement. Try to-plan your lighting
maintenance accordingly. .

Colors Affect Lighting Efficiency
~ Use colors and finishes-to advantage. The color,
condition, and textures and finishes of floors, walls
‘and ceilings affect lighting efficiency tremendously. -
Light colors and white give good results. They

absorb only a small’amount of light and will reflect .
the rest. Dark colo 3 absorb most-of the light. High

gloss finishes afford good reflectance, but produce

annoying glare. Flat or semi-gloss finishes are the.
most satisfactory, both for illumination and: for
personnel comfort.

. a

Check the Service Ratmg of

" Your Lamps .

Don't use “rough service” bulbs where they are
not requlred They are uneconomical and have a- .
higher first cost. They usually cost about two and
one-half times as much as standard lamps, and *
actually produce tén percent less light. Their use
should be limited to "trouble-shootlng' and smnlar

urposes

| Cleaning Fluorescent

| Light letures

Fluorescent llghts are an eff1c1ent and economi-
cal method of lighting modern rooms or older build-
ings -and rooms. Full efficiency of lighting can be
attained only if these lights are properly maintained
and cleaned. The right methods and tools must be

\used to provide the best performance of fixtures. :
ience has proven that the care of fluores-
cent lamﬁs and fixtures can occupy an excessive
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amount -of the school custodian’s time unless a
regular program of cleaning and maintenance is
‘followed. Generally, there are four reasons for
« scheduling a regular fluorescent light.cleaning pro-
gram. They are as follows:

MAXIMUM LUMEN OUTPUT. Maximum. lu-
men oltput, can be maintaned only if lamps and
diffusers are free from smudges, foreign objects
such as paper, rubber bands ete., and dust rolls or
dust film. -

-APPEARANCE. Dust rolls, smudges, foreign

objects, etc., are especially noticéable in the diffus-

ers and present a very unsightly appearance.

STARTING AND OPERATING EFFICIEN- °

CY.School custodians should understand that room
lighting ‘is carefully ‘designed and- calculated to
provide adequate illumination which, of course, is
not achieved unless all of the lights are clein and in

" good condition.
WORKING SCHEDULE. ‘In -large buildings
such as school buildings, the custodian is confronted
- with an almost impossible task if it becomes neces-
. sary to clean all of the fluorescent lamps-and
" f1xtures in one or two days’ time while school is in
session. The obvious solution is to schedule a rotat-
mg 11ght cleanmg program so that each area or room
will need servicing at regular staggered intervals,

thus allowing for the custodian to plan a little_
fluorescent light cleaning along with the other daily

~ cleaning of the building.

. Four different-methods of ¢leaning fluorescent
lamps and fixtures are employed. Usually the best
policy- is to select the method best suited to the type
of.fixture, the. building, and the locale. Each of the

four methods is discussed as follows:

1. WIPING. WITH A DRY CLOTH c.

a: Tools and. materials needed:
(1) Step ladder or ladder truck
(2) Dry dust cloth .
b. INFORMATION: Wiping with a dry dust cloth is
probably the poorest method one can employ. In
* passing the cloth over the hanger and fixture, the
cloth usually snags on a rough piece of the metal
and on protrudmg screws. Research has proven
"“that passing a cloth over a plastic diffuser creates
static electricity in the plastic,"which causes the

: plastic to actually attract dust particles. Some of -

the newer plastics on the market are non-static,
but unless one is sure the diffusers are of the
‘non-static type material, it is obviously a poor

- “<—areas, such as shops, may well be-adapted to this

© ' policy to rub the diffusers with a cloth. Usually. -

the tube itself develops a thin coat of dust that
unites with moisture in the air:causing it to
harden, and wiping with a dry cloth will not have

© any cleamng effect to wipe away the dry surface :

. dust.
2. BLOWING.
ca. Téols and equipment néeded:

(1) Vacuum cleaner ‘with hose extensmn and

gooserieck ' -attachment

(2) Extension cord and groundirg-plug =~  °

b. INFORMATION AND METHOD: The refuse bag and

filter are removed from the vacuum and the hose

attached to the exhaust port of the vacuum

3. VACUUM CLEANING. — -
a. Tools and equipment needed: -

cleaner. The gooseneck attachment and the ex-

tensions w-.il permit the operator to simply -walk
along and direct the blast of air into and on the
entire fixture 'so as to blow down the dust, papers,
etc. This operation must be completed before any
of the daily cleaniug of the room is attempted and
at least 45 minutes should be allowed to pass
before any room cleaning is done in order that the
- dust may have a chance to settle. Blowing is one
" of the least employed methods of fluorescent
light - cleaning, because some wall and ceiling
materials will be coated with dust. Also, nothing

is accomplished in the way of checking the lamps

and fixtures or removing the coating of dirt from
_ the lamps. Only surface dust is blown away. It
must be recognized, however, that some special

method, since cleaning may be required as often
as every day. Time is alwaysa factor to consider
in custodial maintenance, and blowing is a quick,

even if not. too efficient, ‘method of cleamng'

fluorescent lights.

(1) Step ladder or ladder truck = = . -
(2) Vacuum cleaner with duster ’

(3) Extension cord with grounding.plug

(4) Sponge and bucket of m11d detergent water
(5) Piece of nylon pad '

VACUUM LADDER AND TRuc"K

b. INFORMATION AND METHOD: The vacuum cleaner

is usually-lashed on the tray of the step ladder so
the operator.can climb up the ladder, manuever
the hose, and pass the.duster brush over the

" hanger; fixture, and diffuser with facility. If the *

building ‘is equipped with a ladder truck, the
‘vacuum cleaner can simply be placed on the tray
of the ladder truck. movable diffusers are
. detached for cleaning. Befare replacing the dif-
‘fuser, the tubes are removed, cleaned with the

/’\.\, . Co

vacuum, washed with the sponge ‘contact tips ==



checked. for corrosion and cleaned or polished
with a small piece of nylgn pad, then the tubes
are_replaced in the fixture. The vacuum cleaning
method-is the one most employed and recom-
mended by experienced custodians to pe
employed during the regular school year, while

school is in session. -

4. WASH AND DRIP DRY METHOD
1. Tools and equipment needed:
(1) Step ladder or:ladder truck : )
(2) Vacuum cleaner and duster brush at-
tachment
(3) Extension cord and grounding plug
(4) Sponges or rags
(5) Two water containers, or twin tanks
(6) Piece of nylon pad ¥
(7) Large piece of cardboard or equal
b. INFORMATION AND MgTHOD: The wash and drip
" dry method of cleaning fluorescent lights is the
only completely effective method. It is basically a
two-man job, and is usually employed during the
summer cleaning or possibly during other school
~vacation periods. The vacuum cleaner is set yp

~.

' t_hé’ same as In the vacuum method previously

-explained, and one person usually works the
- ladder while the other completes the:wash and

. rinse operations on the floor as well as tending

the person on the ladder. The hanger%and fix-
tures are.cleaned with the vacuum. The ift:_l}Sers
and lamps are removed and passed down to the

floor for waching, rinsing, and checking the tube-

tips. Some ladder trucks are equipppd with tanks
for wa hing and rinsing, but two‘standard size
garbage cans will serve. It is a good idea to.mount
the (ggrbage. cans on dollies for mobility. One
' contgif?er is filled with:a.detergent solution and
" the other with clear water for rinse. The diffusers
are bathed in the detergent solution for washing,;
rinsed in the clear water, and placed upright on a
piece of cardboard to drip dry. The tips are
checked for corrosion and cleaned before Wash-
ing, if needed, and the tubes are then washed
clean and allowed to dry before replacing in the
fixture. The diffusers are replaced after they are
thoroughly dry. If the diffusers are waffle type, a
good tool for the washing operation is a small
paint brush or bottle brush. Some custodians
keep an|extra supply of diffusers on hand sc¢ an
entire rdom of diffusers can be washed ahead and
be ready for installation, thus permitting
employees to wash the diffusers at a removed

convenient area, if desired. Employ group re-

placement method in inaccessible areas.

In sumﬂ1ary, lﬁ should be stated.that mere

whisking away of surface dust and removing foreign

object from ﬂ'uoresc\"ent lights does not constitute
-effective cleaning. The removal of surface dust, etc,,

serves only as interim cleaning, until such time as it

is possible to thoroughly clean the fixtures and
lights. Often suspected mechanical failures of
fluorescent lights are|directly traceable to accumy-

“lation of dirt on tubes and fixtures.. The starting

current of ele%ctricity lis divertéd from its essentia] -

\\‘ '
\
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direct path through the tube, thus causing failure.
This type of failure will occur during periods of
extremely high humidity. . o

While cleaning fluorescent light fixtures, the
employee should be very careful in replacing lamps
and diffusers. Many fixtures are installed with the
tube, gap not being’a snug fit, and quite often the
gap is 0 long that.if the tube fits snugly at one end
it will not make contact at the;otherend. If this
condition’ exists, the tube will require centering to
insure good contact at both ends. Slow starting and
even compléte failure will result if the tubes are not
correctly set in position. Diffusers may fall and

i cause injury if not properly replaced, and ‘it also

should be borne in mind that all: good safety meas-
ures are a requisite while performing the cleaning:
operation. Care should be taken so that side panels
do not slip out. -

Cleaning Incandescent Lights

. Lights can only produce a full'rated illumination
"when they -are clean and in the best operative

condition.. Methods and equipment required to do
the best cleaning job.are listed below.
EQUIPMENT: w .
.1. Ladder or ladder truck
2. Cleaning cloths » o
3: Solution containen, garbage cans, twin tank
truck - - R i
4. Nylon pad for cleaning contact points -
5. Small sétew driver, for stubborn light fixtures
Prepare solution in strength as for washing
windows. In most cases, this is sufficient to remove_
the smudge. In no case should the solution be sudsy,
or a rinsing process will “be necessary.
Caution: Co . ’ .
 Turn off room lights before starting operation. -
One should nevei use a wet cloth around a heated
bulb or tube because’ of danger of shock o{'lamp
breakage:-due to rapid cooling. o a
Since static electricity produced when diffusors
are dried With a cloth attracts more dust, it isbest to -
use the drip dry method. If many diffusers are to be
cleaned, use one garbage can for c_:leaning and
M LYol - 3 o
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another for rinsing, or use the twin tank truck. The
diffusers can be brushed with the solution, then
rinsed with a hosé or they can be washed with a

cleaning cloth and rinsed with a cloth: Dishwashing"

machines may be used if the diffusers are not too
large. After rinsing, allow the diffusers to drip-dry.
Light tubes should be removed, cleaned, and tips
checked for corrosion. '

Care must be taken when replacing lamps and

diffusers to replace snugly and properly to minimize

MOBILE _
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danger of falling and assure proper contact for
lighting. A very light coating of plain vaseline on the
threads of hightheat lamps may prevent corrosion
and sticking, = - . .

Whenever a custodian must change a light in
day-by-day maintenance, always taketime to clean
the fixture, ‘as this removes unsightly finger
smudges and guarantees that at least that fixture is
. cleaned. T : '

_Cléanihg Glass

Clean window glass reflects the housekeeping in-

a building. Dirty windows are distracting and repul-

sive. It Impairs the transmission of natural light -

and certainly presents a poor,imprpssioﬂ of the
custodial service to the persons looking out or in.

. Glass requires regular cleaning with the proper .

tools. Window areas in modern buildings are large,

and must be kept as clean as possible to provide an
attractive appearance. The deposit of dust on a
window within'a period of a month may reduce light
transmission by as much as’ twenty-five percent,
which represents a-serious loss of natural light
. possibilities, : : : ‘

- Fréquency of Cleaning .
The problem of cleaning window glass on the
inside of the building-is generally more important

and should be accomplished more frequently than

cleaning on the outside. Occasional rains remove
~some of the dirt on the outside,”but of greater
- importance is the fact that the inside window glass

~
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building is a sizable task. _ -

tends to collect dust more readily. Radiators located

underneath the windows in school buildings set up
air currents within the rooms which carry the dust

upward along the window side, with the resalt that
much of the dust sticks to the glass surface. This is
especially true in seasons where the building is
heated. Then there is a temperature differential
between the outside and inside that tends to cause

- moisture to condense on the inside glass. This

condensation_of ‘moisture fixes.the dust upon the:
glass surface on the inside.

The colder the weather outside and the more.
heating required on the inside, the greater the
accumulation of dust and the greater the need for-
cleaning inside. In many cases, the inside cleaning.
can be done when outside work is not possible due to.

"unfavorable weather conditions. Common sense -
.must be used to determine the frequeney of clean-  _

ing, for the cleaning of all windows in a school

¥ oo EEE NN

 WINDOWS ARE FOR LIGHTAND SIGHT

EQUIPMENT:

1. Window brush

2. .Sponge

3. Chamois, soft cloth or paper towels/
4. Water pail, spray bottle 7
g. Window squeegee
7

. Safety razor blade and holder :
. Ladder or ladder truck . A

Cleaning Techniques

Cleaning school building windo'ws presents one
problem that is not always found in other types of
buildings. Although the school windows may be
large, architects design the windows' with many -
smaller panes of glass to réduce the cost’ and
simplify replacement of broken glass, a serious
problem in many communities. '

When 3 birush'is dipped into a pail of -vater and
applied to a window surface, considerable water is

_splashed away. This may not be so serious in outside

washing, but it creates much more work inside. The
spray bottle may be used to apply the water or
cleaning solution. o o

A cloth may be used for washing. If it is of proper

material and size, a cloth will hold considerable

water and the mesh of the fabric will have a mild

“abrasive effect in loosening dirt from'the glass. A

cloth such as a sugar sack liner has this effect. A

DL
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.. of a cloth for drying the glass is that it tends to leave
" lint on the surface. If it becomes soiled, it may be

tightly woven fabric.is not satisfactory. Turkish
towel material may be used to advantage in some
cases, but the material must rinse fairly easily or it
will remain dirty and tend to streak the glass.
A good quality of natural sponge is also a good
tool” for washing glass. It will hold considerable

water which may be squeezed out easily. The open

pores provide a type of mild abrasive effect. . The
sponge car. get into corners readily, and may be

_rinsed out easily. Artificial cellulose sponges are not
_equal to natural sponges for washing glass, al-

though they may be superior to some types of cloth.

After any water solution has been applied to the
glass to dissolve the dirt, it must be removed. A
squeegee used for this purpose provides a speedy
method for large window panes, but is not useful on
small panes. The removal of water by means of a
squeegee tends to bring quite a splash of water at
the lower cross-member of the window frame and to
the window sill. This may not be objectionable on
the outside of the window, but on the insic - it has a
tendency to drive water down into the crevice

-between the glass and the sash. Over a period of *

time, this will cause the sash to rat out. If water

splafters over-the sill and trim on the inside of the
building, it must be cleaned up immediately. Fur-
thermore, with the use of the squeegee, moisture
will remaih on the finish of the sash and trim, cause
deterioration, and require more frgquent refinish-

ing. If a squeegee is used on the inside, a cloth |
should be placed at the bottom, of the sash to catch’

the excess water.
A dry cloth such as a sugar sack liner may be
used to remove the water from the window surface.

& It should be folded préperly, and may be refolded
from time to time to offer a series of clean surfaces.:

It will have to be wrung.out when it becomes wet
from the absorption of moisture. One disadvantage

used for lint-free drying purposes.

A .chamois skin of ‘good ‘quality is an excellent

tool for drying. It absorbs the water from.glass

4

surfaces, can be used in corners, can be wrung cut .

readily, does not leave lint, and can be rinsed out
easily. Furthermore, it may be used for polishing, if
a clear-appearing glass is desired, -although it is
questionable if the extra labor required is justified.

Only good quality .chamois skins should be pur-
chased for cleaning glass. A paper- -thin skin will not

last very long with countless wringings, cleaning of .

corners, and other routine hard jobs for which it will *
be used. A very thin skin will be somewhat difficult

to handle and will not be good for cleaning corners.
A properly tanned .chamois skin should have a
spongy quality and absorb water readily. There are
inferior skins on the market that are sllmy when

"~ wet and. tend to slip between the fingers. They are

more a leather than a chamois skin, and are not

entirely satisfactory.. °

A new chamois skin should be washed out ‘before
being placed in service. Warm water, not hot, should
be used for this purpose. A teaspoonful of washing

soda per gallon of water may be added for this first

°¢
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washing to remove the dressing, but for later clean-
ing no alkali materials should be used. A washing
solution containing trisodium phophate will remove
the oils from the skin so that it becomes parched and
brittle upon drying. A good skin can be ruined by a
single washing in a strongly alkaline 'soltion.
Although a skin may-dry stiff, it should become soft

and pliable when placed in water again.
If ‘sash corners have become filled with paint or

~soil, a square-edged safety razor blade set_in_a

holder may be used to cut this material away. The
same razor blade device may be used in cutting
away paint spots that may have spattered on the
glass

R S
[ q
W~

R |

_Sbeeds up -
windpw washing.

C 2

Cleanmg Agents

Water is the chief cleamng agent used in wash-
ing ‘glass. Many professicnal window clean:rs use
only clear water, and claim it lcosens and dissolves
the dirt on the glass without requiring any other

,spec1a1 cleaning materials: Soap should not be used

since it leaves a film and requires additional rinsing
or cleaning, Ammonia may be used to soften the
water. Trisodium phosphate (a teaspoonful per gal-
lon of water) may.be added to the cleaning solution
to assist in loosening dirt. It should not be used-as a’
strong -solution which may descroy varnished and

" ‘enameled finishes.

Alcohol may be added to -the water used for
cleaning glass. Many of the commercial glass clean- .
ing liquids now on the market coasist of water with-

- some aléohol. A cleaning solution of one part al¢ohol

to ten parts water makes a satlsfactory cleaning
agent. Alcohol aids in loosemng dirt, evaporates -
without leaving a residue, and.is especially good -
during a freezing weather. If a weaker cleaning
solution is desired because of cost, as little as five
percent alcohol may be added to the water, but this

-will not be as good as_the solution with a\hxgher

percentage of alcohol.

A scouring material such as Bon Ami is some-
times -used for cleanmg glass. This has serious
disadvgntages. It requires time to apply it and even
more time to remove it. Some of the particles may
stick to the glass or to the sash and require consider--

"("\
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able effort for removal. The powdered materials get
into cracks and crevices and leave an unsightly
appearance after drying. Some dust is created that
requires additional cleaning. If a harsh powder is
used, it may mar the glass and lea'e marks that
cannot be removezZ. The use of these scouring
materials has litile value in window washing. Occa-
sionally, some glass has become so very badly soiled,
~ due to neglect, that such a scouring procedure may*
be required, but it should not'be necessary often.
_ A stepladder or ladder truck is usually required
to wash inside windows,. since the top of the sash is
too high to permit a worker to stand on the floor for
this entire job. It is poor practice to stand -n a.desk
or table or to stand on a sill and hang 6nto the frame
_or sash with one hand. A good stepladder gives
‘proper footing and allows a person to work without
fear. A safety type of stepladder is superior to the
ordinary type. It may be a little heavier to handle,
but it is safer and more stable. . -
Special precautions should-be taken when win-

‘dows are washed on the outside. The long extension <

ladder may be “wobbly”. Without a feeling of secu-
rity, the person is handicapped and moves more
slowly. If window bolts are installed on the building,

a safety window belt should be worn by the person

working on the outside. There are special types of
window platforms on the market that. may be used
for exterior washing. Such platforms should be used
if safety belt provisions are not available. Some
workers prefer to use both the platform and the belt,
. since this double protection ‘gives them a greater
~ feeling of security, allowing them to work more
rapidly. The worker should be encouraged to take.
necessary precautions, since window washing is a
- hazardous occupation. For a worker to stand on an
outside sill and cling to the sash with one.hand
- while working with the other should be forbidden,
as many accidents have occurred from such practice.
If a- skylight . glass is to be cleaned, special
precaution should be taken to avoid accidents. The
framework should be investigated to make sure that
a person may work on it with safety.
" . There are many uses of glass in a school building
other than window glass. which require periodic
attention: glass in doors, transoms, cabinets and
cases, picture frames, clocks and ‘mirrors. These .

usually do not present the same problems as window .

—
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Wipe squeegee blade with a chamois of sponge. Start on dry surface
close to frame, draw squeegee down to about three inches of the
bottom of the glass. Repeat until top part of glass is clean,

Next, start _or{ dry surface close to the frame you have just-squee-
geed. Draw squeegee across the bottom of the glass.

s
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glass. The glass in doors, if soiled by finger marks,
may require daily cleaning. This is especially true
for main entrance doors. Cleaning with a dry or-
slightly damp cloth generally will suffice. Mirrors
also should be cleaned daily. The glass doors in
cabinets and cases should be cleaned once a week if _
they are dusty and require it. Transoms and clock
faces, not easily reached, should be cleaned at least
once a.month. This type of glass can be cleaned-
rather readily with a cloth and no water.

In cleaning glass, an “up and down” or “back and ‘
forth” motion is preferable to a circular motion, .
which is'slower, leaves streaks and overlap marks,

and corners generally not cleaned.

Cleaning Venetian Blinds

Venetian blinds are constant dust catchers. For
this reason, it is very important to check thein
frequently and, in heavy traffic areas, this must be

" done daily. A thorough dusting and cleaning job is

imperative. Use ‘the proper method and.tools.

- The methods of cleaning venetian blinds are very
limited. They have been a cleaning problem since
their inception. The procedures that have been used
are, at best, very cumbersome due to the size and

* shape of the blind. The following suggestions are not

intended to’convey the idea that they are‘the only
methods available, nor are they necessarily offered
for your adoption. Rather, they arg included here as

‘a method that has been used and proved helpful.

Material and Equipment = -
1. Good duster, clean rags, sponge,’two buckets, a

-brush vacuum cleaner, two-way mop, and )

cleaner. . _ .
2. Tub or twin tanks for the dip method. .

Method

. If the blinds are cieaned regularly and the. dust )
and stains removed before they are allowed to"

‘accumulate, the cleaning job is much easier. .

First, dust thoroughly the blinds to be cleaned,
either by using a good duster, soft rag (fint-free), or
vacuum. After all dust is removed, the-next step’is
optional. If the blinds. are to be cleaned in the
hanging position; pull to the closed position and, by
using caution, apply a cleaning solution of water
with ammonia or a light detergent. or an approved
cleaner. To avoid streaks, runs and drips, use
toweling and apply the cleaning solu ion from the
bottom of the blind in a continuous operation to both

. sides. Careful hand work around cords will be
‘required. Rinse thoroughly, and dry.
- If the blinds are to be removed, the blinds are

laid flat on the floor. The samé cleaning method can
be used on each side. The floor may, be covered with
paper, if desired. .

' Another: cleaning method tand the mest popular -

if the equipment is available) is the dipping process.

If a bathtub or dip tank is available, the cleaning

solution is prepared and placgd in the tub or tank. If
. A . RN ' '!/x‘t e
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a twin tank is used, one tank is for the cleaning
solution and the other for rinse water. Dip the blind
for as little time as needed to loosen the soil, and

rinse by dipping in rinse water or with a sponge and-

clear water. Do not wipe excess water; drip dry if at
all possible. Again, caution must be exercised not to
‘shrink the webbing and control cords too much. If
the cords and webbing shrink beyond normal,
weights may be hung on them as they are hanging
to dry. In most cases, this stretchés them back to
their original léngth. Plastic webbing_ will not
shrink as does cotton.or other woven material.

Drmkmg Fountams

There is nothmg that is more undesirable in a

school building than a dirty drinking fountain. All

‘porcelain,. enamel, and-vitreous china pieces should
be cleaned daily when buildings are in use. Drink-

‘ing fountains must be cleaned and disinfected daily

and inspected, frequently throughout the day to
remove gum, candy wrappers, and other debris.

Clean these surfaces with a soft cloth, sponge or

nylon pad specifically designed for this purpose, and
a germicidal cleaner. Wipe the valve handle and

 other plumbing daily with a cloth or sponge mois-

tened with ‘the solution, and wipe .dry. Check the

"drain holes under the fountain head and, to clean,

use a coffee urn nylon brush of proper diameter.
Steel wool or abrasive powder must never be used on
porcelain, enamel or vitfeous china. Abrasives must
not be used on fiberglass:

~ It is also important to use a plunger or dramplpe
cleaner to move settlings down the trap. Various
items find their way intg the trap and gradually
build up debris and germs, which is-unsanitary and
eventua]ly stops the ﬂow entirely.

Care of Carpets -

At present the use of carpets.in schools is in 1ts
infancy. However, the trend is toward more use of
carpeting in ‘school ‘buildings, implying a need for

researching the problems and implementing ne

°  maintenance methods. As proper care extends by

two- or threefold the life of a carpet, the importance
of knowing and-applying approved techniques is
self-evident.

Study, learn and become familiar with the type -
of filament (nap or pile) and the manufacturing
processes of the carpet you are responsible for

""maintaining. This has a critical bearing on type of

care, cleaning and maintenance beyond the ordinary

"vacuuming which is familiar to most laymen.

There are many variations'in the materials used
for the filament, -backing: and manufacturing
methods used in carpet construction. Some of these

at the base of the pile. Thése particles, under normal

" traffic conditions, tend to shear the filment, thus

shortening the life of the carpeting. Some of these

" madterials likewise respond more readily to.vacuum

" are more susceptible to trapping dust and abtasives -

cleaning, spot cleaning, shampooing or dry cleaning.
At the time the carpet is being laid; trimmings™ .,
and-spare pieces should be retained for future repair. : '

work and for experimentation in spot and stain
removal, or variations in cleaning methods. Also at
this time it is advisable to gather pertinent informa-
tion relevant to manufacturers’ recommendatlons
on cleaning and maintenance.

In the care and maintenance of carpets, there are
four distinct operations that must be considered:

1. The_daily maintenance schedule usually in- )

volving vacuuming

2. The - weekly, more -thorough,
working in different directions

,3. Spot cleaning for removal of stains as they
occur. . .

4. The periodic, thorough cleaning (shampoomg
‘or dry cleaning) normally conducted two or
three times a year as needed

1. DAILY VACUUMING s §

A vacuum cleaner with a power driven brush or
combing device is recommended to m_ive the nap and
loosen the trapped dust and .dirt. Some vacuum
machines are designed with two motors, onie.to drive

vacuuming,

the brush and the second to drive the vacuum:fan. .

Due to the fact that the soil, dust and dirt in a carpet
may not be visible, there may be a tendency to slight

_the daily routine. It should be remembered that
carpets are as subject to the soil tracking or deposits
as any - ther comparable use area, and that failure
to follow a daily maintenance program will d:rastl-
cally shorten the. carpet s life. ;

. ‘COMMERCTIAL UPRIGHT VACUUM
Separafe mofors for dirt-agitating, pilelifting %rush and | h.p.

- vacuum, system permit Ohorough one-pass cleamng on carpefs of all
fypes . :
< -

2. WEEKLY

The carpet should be given -a’ more thorough

vacuum cleaning, working in different directions. In

the manufacturing processes, most carpet filament -
(nap .or pile) lays sllghtly directional, so that a -

‘noticeable drag occurs.in one. direction and the
machine glldes easily-in the opposlte d1rectlon

» 3. SPOT CLEANING 1

<

26 -
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In spot removing, extreme caution ‘should’ be

v



exercised. The' custodian who does not have a
- thorough knowledge of the proper procedure for a
specific type of stain or carpet material should

VIBRATING ACYTION LOOSENS DIRT, :
NEW VACUUM SYSTEM PICKS IT UP

- Alarms

consilt the manufacturer or a dependable supplier. -

Improper spot cleaning may do more damage than
~ good. Both before and after spot cleaning the carpet
should be thoroughly vacuumed. Spot cleaning
- materials shotld be used strictly in accordance with
the manufacturer’s directions. Materials for spot
cleaning. may include sponges, soft bristle brush,

cloth or toweling, spray bottle or aerosol can of spot -

reiﬁovgr. :

" o T

- for 8-B; C.Rated- Fires

4. SHAMPOOING OR DRY CLEANING
Consistent with the need and the manufacturer’s
recommendations, periodically carpets should un-
dergo a thorough cleaning, either. by shampooing or
dry cleaning. The full life expectancy of a carpet
depends on this. Before and after shampooing or dry
cleaning, the carpet should be thoroughly
vacuumed. As in spot cleaning, the custodian who
does not have knowledge of the proper procedure for

this type of cleaning should consult the manufac- .

turer or.a dependable supplier.as to procedures and
materials to use. .

The-various metheds of carpet shampooing or dry
cleaning include such equipment as machines which
spread-liquid-or dry-foam;-agitate’ the foam on the
carpet pile, and pick up the residue by vacuum, in
one operation. Another method is to spray the
cleaner liquid or foam from a pump dispenser or
aerosol- ¢an, then agitating with a brush on a
machine or ‘manually with a long-handled brush,
followed by a wet pick-up vacuum machine,

O

vacuurr 7 again after carpet is dry. -
. The - cleaning method involves the use of
chemic. , treated granulés or compound which is -

.spread on the carpet, worked into the carpet nap
which attracts the soil and dirt, holding it until
picked up by vactiuming. '

'Fire Extinguishers and

Be evér alert to fire h‘ézards and, when they are
found, correct the situation’immediately. Custodial
employees should become familiar with the location
of fire alarms, fire extinguishers, hydrants, hoses

and street firé alarms. They must also become
familiar with their duties during fire alarms and

- proceduves in case of actual fire.

Inspection, servicing and use of specific fire
extinguishers, fire hoses, etc., should become a part

. of this program. The type of extinguisher to use on

various kinds of fires is of utmost importance.
The local Fire Department is a good source of
information on these subjects.

5 LB. DRY CHEMICAL

“SNO-FOG” CO2

"+ for 4-B; C & 6-B; C Rated Fi'res

by



2% GAL. PRESSURIZED WATER
for 2-A Fire_s'

THE MOST COMMON TYPES
OF FIRE EXTINGUISHER IN
SCHOOL auu_omes ARE
THESE : :
ABC ALLCLASS
stored-pressure dry-

. chemical tire extinguishers
-\\~ *° 7 _torClass A, B, and C tires. -

2% GAL. FOAM.TYRE
for 2-A 4B Roled Fires

e

‘ . AN
' Among the dally duties’ of the custod1an is the\

. display of the United States and state’ flags. Rever- _\_\ »

"ence and care that should be exercised in handling
.the flags must be-a part of 'this.program. B
~ It is required in Oregon that both the U.S. flag )
_.and state Tlag be flown on or adjacent to all pubhc
#*-gchools:from-sunrise to.sunset daily when school is -
* in session..On Memorial Day the U.S. flag is flown
‘at-half mdst from sunrise until noon and at full staff = -

" - thie flag is flown at full mast. Correct procedures for -
. the flag oeremomes dre outlmed in the manual
-llsted beu,w o L

28

-0perat10nal Tasks

| follows
' \

KReference:
“Let’s Be Right on Flag Etiquette”, d1str1buted
by National Emblem Sales, The American Legion,.

P.O. Box 155, Indianapolis, Indiana 46206.

Cold Weather Precautlons

and Protectlon

" There i8 no fixed formula or procedure to follow

. which is applicable to all buildings. For that reason
. it is recommended to survey the needs and develop"
. such a program for each building: before winter

-arrives. The:program must be developed to protect
vulnerable plumbing and automatic sprinkler sys- -
tems from freezing. This includes water lines, me-
ters, valves, toilet bowls, urinals, drain traps, etc.
In extreme. weather it ‘may be advisable to

' operate the heating plant around the clock. Some

modern automatic heating plants have low tempera- .
ture control devices which’ take over before a freeze
.occurs.

Other precaut1ons may 1nclude blockmg off or
closmg vents in"attics and crawl spaces under
buildings. Open scuttle holes to the attic for spent
‘warm air. Close or partially close fresh air dampers .
at night and weekends. Where p0551ble reclrcula‘be

~ for initial warmup.:

Portable electric heaters, or even a light globe
may protect d remote area from the cold. Caution
must be exercised.in use of lamps or heatets to. avo1d
creating a fire hazard.

‘Keep air intake and exhaust louvers and parspet :
walls clear of snow. Us: precautions to ensure .,hat
downspouts are free of obstructions. :

Shut off and drain grounds sprinkler systems
Shut off and drain plumbing facilities in field
houses, Use antifreeze material in the traps of toilet

- bowls and urinals whxch cannot be dramed

Desired Frequency of

2

Budget, personnel allowances and bu1ld1ng us-
age will vary so that the frequency may 'be 1ncreased
or decreased accordingly. ~ -

Constantly look for physical and f1re hazards

' \"needed repairs, broken glass, inside and, ‘outside. .

~ Basically "and. fundamentally, the - desired fre- -
quency of operat1onal tasks to be performed are as -

Y

from noon until sunset: Flag Day and other Kolidays- B Immediate Attenti(m

"~ Clean or paint over. obscene wntmg inside and -

: outs1de the bmldmg Do emergency cleanup wher-
- ever it may m&r ; '



' Classrooms, Industrial Arts,
Homemaking, Library, Adminis-
trative Area, Lounges

Datly ;
Sweep floors, vacuum carpets and spot clean as

~ needed, empty pencil sharpeners and waste baskets,

dust all flat surfaces, spot mop as required, clean
door glass and mirrors, spot clean wainscot and
other surfaces, replace burned-out light globes or
 fluorescent -tubes. Clean erasers, and possibly the
chalkboards. If applicable, clean and sanitize sink,
lavatory, toilet and drinking fountain.

Weekly

Move' semi-fixed furniture for sweeping and '

:dusting. Clean chalkboards, if not done daily. Do
more thorough vacuum cleaning of ‘carpeted areas.
In Industrial Arts areas, vacuum or blow light
fixtures. Remove tobwebs.

Monthly : C e -
Clean radiators, air supply and exhaust griiles.

Clean inside windows. Schedule some fleors for

rotational scrubbing and waxing. Schedule some

light fixtures for rotational cleaning, dusting,

vacuum cleaning or blowing.

Three Times a Year ' _
Scrub andwax floors not on another schedule.

Thoroughly clean light fixtures and vernietian blinds.

. Clean exterior windows and light fixtures as re-

"quired. Thoroughly clean carpeted areas by vacuurmi

and deep clean by srme approved method.

Amzually
Do complete housecleaning mcludmg furniture,

- walls windows inside and outside, chalk and cork.' :

boards light fixtures. -Refinish floors. Clean car-

'peted areas thoroughly by vacuum and an approved -

shampoo or deep cleaning method.

“Toilet ReomS' ' .

Datly o A
Sweep, mop and sanitize floors. Clean and

sanitize toilet bowls, urinals, lavatory and chrome

fixtures. Check and clean toilet partitions, doors and

walls for writing, so0il and dust. Clean mirrors and -
inside windows. Restock and clean all dispensers.

Empty and clean waste containers. Replace lights as
‘required. Some of the tasks hsted may need atten-
tion more than once a-day.

-Weekly
~ Clean or dust radlabors window.and door trim.
Clean plumbmg outlet flxtures Remove ¢obwebs.
Monthly
"~ Clean light flxtures air supply and exhaust
grilles.
Annually

Do a complete housecleamng including fixtures,’
partitions, walls, doors, windows inside and outside,
light fixtures. Refinish floors as required. -

29

" Auditorium®and Stage ~ _.

Cafeteria Lunchroom, Teachers
Lunchroom, Kitchen

Daily »

In Lunc/zrooms remove waste cans, sweep and .
spot mop floors (normally the table and chair clean-
ing is the responsibility of the cafeteria personmnel),
spot clean wainseot, doors, door glass-and counter -

" tops. Dust flat surfaces not cleaned by others.
- Replace burned-out 11ght globes or fluorescent

tubes. If the lunchroom is a cafetorium or multi-
purpose room, remove the tables and set up for the

next intended usage. Reset the furniture for the
‘lunch period. Clean drinking-fountains.

In the Aitchen, Storage and Walk-in Re-
[rigerator, remove waste or garbage cans, empty,
clean and line all cans and clean waste can storage

area. Sweep and mop the floors. Clean the range and .-

dishwasher hoods and filters as required (normally,
cleaning the ranges, grilles, steamers, tables, sinks

and other kitchen equipment are the responsibility

of the cafeteria personnel). Spot clean the walls,

doors and glass. Replace burned-out 11ght globes or

fluorescent tubes. o
Weekly ‘

" In Lunchrooms, completely mop the floors, clean
windows, wainscot, doors, étc. In Kitchens, clean the

range and dishwasher hoods and filters if not on

another schedule. Remove cobwebs.
Monthly S -
"Scrub and wax floors, clean radlators, air mtake
and exhaust grilles. Clean light fixtures. Clean
under part of tables, benches or chairs. Clean
in-wall table wells. . ..
Three Ttmes a Year
~ Scrub and wax floors if not on above schedule
Clean the outside wmdows Clean hood ducts so far
as possible.
Annually
Do a complete housecleaning mcludmg furni-

.‘ture walls, windows inside and outside, light fix-
tures, radlators unit heaters. Scrub, -wax, refinish-
floors as needed. If the building de51gn includes a -

stage, this floor may need to be sealed.

The auditorium and’ stage are often used da11y as
a classroom. Sweep or vacuum floors and spot mop
the same as in other areas of the building, depend-
ing on use. Replacement of lights may require
attention of two men, depending ‘on ladders or

- staging, and may be deferred to @ more convenient
“time. Telescoping ladders are available for high _
light fixtures. Consider group replacement of lamps .

: Weekly, Monthly, Three Times a Year

Do the same as in the other areas of the bulldmg,
depending on use.
Armually S

Do a complete- housecleaning the same as ‘in

other ‘areas of the building: The stage floor may ..
need to be sealed. Window drapes-and cuitains may -

“



need cleaning and fireproofing (consult fire depart-

ment). The drape and curtain cleaning and fire- -

proofing may be-an outside contract job.

Gymnasium, Locker Rooms,
Shower Rooms

- Datly
In the Gymnaszum sweep floors and spot m¢p as

required. Clean door glass, dust and spot clean .

hleachers and wainscot. Replace light globes, or
Tluorescent tubes—this may be a two-person job and
may be deferred to a more convenient time, de—en-
dent' on ladders or staging requlred Telescopmg
" ladders are available for this job, and group replace-
ment of lamps should be considered. According to
usage and available workers, the gymnasium floor
may need sweeping two or three times a day.

In Locker and Shower Rooms, mop and disinfect

floors daily. Clean and disinfect toilets, lavatories,
drinking fountains, shower and valve f1tt1ngs Dust.
and spot clean lockers and benches. Clean mirrors
and glass.

In Exercise and Wrestlmg Rooms, sweep, spot
mop, dust daily as required. Clean wrestling mats
- and disinfect daily according to use.

Weekly .

Clean radiators, fresh air and exhaust grllles
Clean under bleachers. Clean inside windows. Clean
and disinfect shower room walls and cellmg
Three Times a Year : -

Clean outside of windows. Check under fixed
mats for mold or fungus. Lift mats and clean with--
ahtimolid. or .fungus cleaner. Air out and dry mats

before replacing. This is an especially critical mat-

ter where mats are laid on concrete.

"Annually |

-Do a complete housecleamng the same as in
other areas of the building. Seal the wood gym-
nasium floor. Cement or ceramic floors may need
seaiing with a material designed for this purpose.
Wrestlmg, tumble and other mats should be cleaned
and disinfected; canvas or -other” woven material
" covered mats may be cleaned with suitable com-
pounds and a floor machine in a removed, sulﬁble
*- area. Dry thoroughly before replacmg ‘ ¢

COrr_idors, Entran(;__es,- Stairs

Daily
. Sweep floors, sweep or vacuum stair treads and
spot mop. Depending upon traffic and v: eather
.- conditions, some of these areas may need attention
two or three times a day. Do not allow slip ha%ards of
" wet floors in entrances-Clean door and display case
" glass. Dust and spot clean wainscot and hand rails.
- Clean and sanitize drinking fountains. Replace
burned-out light globes or fluorescent tubes. Clean
" outside walks, stairs, vestibule-and entrance mats
inside ot outs1de :

. Weekly - -

‘Clean radlators stair .risers, and remove

cobwebs

- 30

-~

Mcnthlv

Scrub and spot wax floors ‘as needed. Clean v

interior windows. Clean show cases.
77zr'ee T¥mes a Year

Clean light fixtures and exterior wmdows Scrub
and wax floors ‘if not on another schedule. Dust
walls above wainscot.
Annually -

Do a complete housecleaning including doors,
“walls, stair wells, stair tread and risers, windows
inside and outside, chalk and cork boa rjds display

casés. Scrub and wax floors. According to.type of - .

material, some floors and stair treads may need to
be. sealed. Be sure to select the proper material
recommended -for that particular type of floor or
tread. Consult an expert on this matter. :

+

Stain- Removal

~ The removal of stains from floors, walls and
furniture is one of the most technical operations *

performed by the custodian. First, there is no
universal stain remover. Stains are chemicals. The

remover is'a chemical. Stain_ is removed by the
;. action of the remover themical upon- the stain .-

chemical. Sometimes one chemical will remove sev-

eral types of stain and, conversely, one stain can be -

removed by more than one chemical. It is important
to follow the. “directions . for mixing the. solution.
. Solutions too .strong may damage the material
..which'is stained. Solutions too -weak will not do the

job. Scrubbing, washing, r%blng and drying are
s the use of the chemical. -

sometimes as important a
Follow directions exactly as outlined on the accom-
pany1ng7 chart.

w
<
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- Spot and Stain
Removal Methods

There are two simple methods that, when fol-
lowed"as directed and all precautions applied, will
remove most soils and stains. Following the precau-

“tions will assure safety to the materidl being"
cleaned as well as the personnei. - ,

Caution: Some synthetic and natural fibers and
their color systems can be seriously damaged by
chemical attack of the soil or stain and can be.
further damaged by the removal of the stain. This

- damage is usually the result of fugitive dye systems.
*<The colors will bleed or run. ' i

Warnihg: DO- NOT USE-:ANY CLEA:. .ING
MATERIAL OR MIXTURE ON ANY CARPET
. FIBER BEFORE APPLYING THE FOLLOW-

Always test all materials first by ‘applying a

.. small amount of the cleaning solution or chemical

on a hidden or unnoticeable area before attempting

to remgve a stain. Press a clean white tissue or cloth -
-against the test area and hold for 10 to 15 seconds. -
".Remove and check the tissue or cloth for dye

transfer or fiber deterioration. If the dye has trans-

ferred to the tissue or the area appears to have

changed, the color system is not stable and may

require redying after cleaning. The fiber may be

damaged by further cleaning. “USE CAUTION”.

- Caution: Always remove any stain promptly, to

' prevent chemical attack which may result in dam-

age to the material and its color system. Some

stains, when left unattended for a few minutes, will

~react. chemically and may cause irreparable

-damage. ) :

Soft or Liquid Soils

A. Caref;ully wipe or blot up all excess soft or liquid .

. soil deposits using absorbent toweling until no i

-so0il trace is found in the toweling.

- B. Apply mixture (% shampeo, % water) directly
into the soiled.area and allow to stand for ten
seconds. (Use spray bottle).  “DO NOT
"OVERWET " T
C. With the blunt end of a bone scraper,. gently
massage the solid fibers with a moderate scrap- -
ing action. Use CAUTION at this point; heavy
or 'excessive scraping pressure may tear or
loosen the. fibers causing a fuzzing condition. Do
- not rub. Start massaging slightly beyond the
"~ outside of the spot area and work toward the
center. This will prevent, the stain solution from
migrating-outward and-the mussaging action
.. will loosen and release the soil particles. As-the
-foam builds, particles.and liquids.will loosen
- and blend with the spotting solution. -

Carefully lift the soil saturated foam with a

bone scraper and place on a towel or rag to
prevent contamination of surrounding areas.

Place absorbent toweling over the spot and press -

firmly to-transfer as much moisture as possible

“into the toweling. DO NOT RUB! Repeat as

necessary until no more moisture is absorbed by
the toweling. - _

NOTE: 1f the soil remains, proceed fo the in-
structions outlined in the second method —
Staining Soils. l . '

Using a small hand brush, b.r'ush the fibers in

* one direction to lift and straighten fibers and to

G.

restore texture. :

Trim any fuzz or excess fiber with a single edge
razor blade. - ’

STAINING SOILS

A

- staining liquids rise.

Carefully wipe or blot up all excess soft or liquid

soil- deposits using absorbent toweling. Press

spot firmly with toweling until no soil trace is
found on the toweling. o

Apply stain remover following the manufactur-
er’s instructions. ' s

With the blunt end of a bone scrapér, briskly but

‘gently massage the soiled fibers with a moder-*

ate scraping action. Start massaging outside the
spot area and work toward the center. 'I‘hislkwill
prevent the stain-solution from migrating out-

ward and the massaging action will loosen and -

release the soil particles, The particles and
liquids will locsen and blend with the solvent.

Place absorbent toweling over the spot and press
firmly to transfer as much moisture as possible
into the toweling. DO NOT RUB! Repeat as
necessary until no more moisture is absorbed by
the toweling. : :

If stain js not: satisfactorily removed, repeat
steps A, B, C and D. }

Apply shampoo solution directly over the spot.

With the blunt end of a bone scraper, massage
“ the area until a thick foam mass appears. The

mass may discolor as the soil particles and

Place absorbent toweling over the spot and press
firmly to transfer as much moisture as possible

into the toweling. DO NOT RUB! Repeat as '

necessary until no more moisture is absorbed by

- the toweling. '

ﬁg;»;

Using a small hand brush] brush the fibers in

one direction to lift and straighten fibers and to

restore texture. Remove excess fiber or fuzz with -

a single edge razor blade.

<
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. STAIN REMOVAL

RIC

SOLE &
HEEL .

CHEWING
GUM -

Rub with #0 steel wool
or wash with. all-purpose
synthetic detergent solu-
tion. .

Remové gum with putty
knife, Apply alcohol, rub
with clean cloth.

-
1.

with clear water.

]

Same as for wood.

Same as for wood.

pose synthet-
ic detergent
solution

Same as
for wood.

Remove gum
with putty

knife. Do not
use-alcohol
on asphalt

| tergent sofution™

Rub with #D steel
wool dipped in all-’
purpose synthetic de-

Remove as much as
possible with putty
knife. ‘Rub with " #0
steel woal dipped in
all-purpose synthetic

Add enough water to make
a gailon solution. Cover
stain .with salution and let
stand 12 hour. Absorb
with cloth by rubbing.
Rinse with clear water.

VERTICAL SURFACES

Make paste with<whiting
and 3 oz. sodium citrate &
3 oz, sodium hydrosulfite.
Apply with putty knife and
allow to remain 1 hour.
Wash with sodium citrate.

Wash  with all-p_urpo
synthetic detergent solu-
tion and -ririse..

s

Same as for wood.

tile.

detergent solution.

’ ()
AJ

= ON ON MARBLE, \ .
STAIN ON WOOD ON LINOLEUM [ASPHALTY ON VINYL TERAZZO OR OXY- | ON\CONCRETE
TILE e CHLORIDE CEMENT| °
- . N - a : '
BLOOD Rub with cloth dampened| Same as for wood. - Same as Same as for wood. | Rub with cloth dampened| Same as for marble,
in clear cold water. If - for wood. in clear cold water.. Bleach N
stain  persists, dampen ° with peroxide, if stain
cloth with ammonia. . persists,
GREASE | Pour kerosene on spot.| Scrub with warm all pur~| Same as for | Same as for wood, |Pour solvent on spot,|Pour alcohol on_spot.
OR OIL Permit to_soak for a short| pose synthetic detergent| linoleum. " cover with Fuller's Eapth, |Rub on spot.” Kub
time, Wipe dry with a|solution. Rinse with clear and let stand for severalwith clean cloth.
clean cloth. Wash with|water. hours. Repeat if necessary. R
all-purpose synthetic de-
tergent solution, rinse, R
then dry. ' ~ y
INK Apply solution -1 part{Use warm all-purpose syn-|Same as for | Wash. with all-gurpose |Same as for linoleum, Same as for linoleum.
oxalic acid crystals to 9 {thetic detergent solution |linoleum. synthetic detergent, ’ .
parts warm water. Permit |if stain persists, mix 2 ’ rinse, then dry. If .
to stand until dry, Mop |thl. sodium perborate in ¢ stain persists, rub
with clear water. pint of hot water _Mix with cloth dampened -
' whiting to form paste. with ammonia. &
~ Apply to spot, let dry. o~ . _
“"1ODINE Apply alcohol and rub with| Same as for wood. Warmneutral| Wash with all-purpose [Apply alcohol and cover {Apply aicohol and rub
OR clean cloth. < N *| soap synthetic detergent, [Wwith fuller's earth. with clean clogh.
MERCURO - |solution. rinse, then dry. If e e
CHROME stain persists, scrub
with scrubbing powder
and warm water.
PAINT Use oxalic acid solution, or{Rub with 70 “steei wool | Rub with Rub with #D steel wool |Rub with #00 steel wool IScrub with 1 Ib. tri-
’ 1 Ib. trisodium phosphate [dipped in turpentine. Wash |steelwooland|dipped in kerosene. dipped in turpentine. sodium phosphate -in
in 1 gal. warm water. with all-purpose synthetic | all-purpose * 1 gal. hot water, rinse
solutjon and rinse. synthetic ) with clear water. )
. . detergent so- ‘
lution. Ifarea ’
- is large, use .
steel wool on -
buffing.
. machine.
RUST Wash with all-purpose syn-|Apply solution 1 part oxal-| Rub with #0 | Same as for linoleum. |“ORIZONTAL SURFACES |Dissolve 1 part sodium
thetic detergent. Rub withlic acid to 9 parts warm|steel wool To ¥s gal. water, add 1 |citrate in & parts
#0 steel woo! if necessary.jwater. Rinse thoroughly|and all pur- Ib.. sodium hydrosulfite, jwater. Mix with equat

parts of glycerin. Nake
a paste with whiting
and apply to stain.

For bad stain, wash
with sodium citrate
solution 1% parts.

Add pad soaked in
sodium hydrosulfite for
10-15 mirnutes, Wash
thoroughly with wale&

7N\

Same as- for marble.

Same as for—wood.

)
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.?
Stain
Crayon
Furniture polish
Ofl paint %
Shoe dye
Shoe polish

'-Vegetable dye

-Coffee -

Coffee with cream & sugar

Chocolate

Milk .

‘Ink {(permanent)

Removal Pi'ocedure - :

Paint and tar remover and volatile solvent °

Neutral detergent solution and ammonia

Paint stripper, paint and tar remover, volatile solvent, and
neutral detergent solution

Paint and tar remover, ‘volatile so]vent neutral- detergent solution,

ammonia, and acetic acid

“Paint and tar remover, volatile solvent, neutral detergent solutlon,

- ammonia, and acstic acid

‘Neutral detergent solution, ammonia, and bleach

Neutral detergent solution and acetic acid
Neutral detergent solution and acetic acid
Hot neutral detergent solution, ammonia, and acetic acid

Neutral detergent solution, am_.monia, and acetic acid °
Neutral deterg:ent solution, ammonia, acetic acid and
sodium hypochlorite solution

REMOVAL OF OTHER SPOTS AND STAINS

Result

Complete removal
Complete removal
Complete removal

Complete removal

Barely visible trace of
_ stain remaining

Barely visible trace of
stain remaining

Complete removal
Complete rémoval

- Barely visible trace of

stain remaining
Complete removal
Complete removal

Complete remoVai

" Lipstick Paint and tar remover and vo]atlle solvent,
Nail polish Amy) Acetate o Complete removal
Dirt - Vacuum and neutral detergent solution Complete removal
Iron rust Neutral detergent solution and hydrofluoric amd Complete removal
Plaster . - Neutral detergent so]utlpn : Complete removal
Red clay Neutral detergent solution and hydrofluoric acid Complete removal
Animal glue- Neutral detergent solution, ammonia, and acetic acid Complete removal
Casein glue . Neutral- detergent solution, ammoma, and acetic acid P Over one half of the
.o Temeemtemet st s s oo e stain
Rubber cement Paint and tar remover, volatile solvent and benzene / | Complete removal
. Berry stain Neutral detergent solution - / . - Complete removal
Cooking oil Volatile solvent : ‘ ! Complete removal
Gravy Neutral detergent solution ! - Complete removal
Ice cream Neutral detergent solution, ammonia, and acetic acid ° Barely visible trace of |
. v v . _ / stain remaining
Ketchup . Neutral detergent solution and ammonia - / Barely visible trace of
) . . stain remaining
Mustard t Neutral detergent so]ution, ammonia and bleach ‘Over ‘one half of the
’ _ ) ) , sta.'Kn removed
Tea . - ' Neutral detergent solution and acetic acid - / Complete removal’
Acetone . No stain - ‘ . : :
Alcohol . . No stain ~ . v ’ A
Bleach : ) Neutral detergent solution / . _ No removal or, very
_ . - .o / . slight removal
. Bleach (immediate removal) Neutral detergent solution : / " No removal or very
: } slight, removal
Calcium chlorlde Neutral detergent solutlon 4 Complete removal
Ether No stain - ) ;f ‘ < . .
Gentian violet "> Alcohol, neutral detergent / ) No removal or very,
: -0 - ‘ ) : slight remdval
‘Gentian violet Alcohol, neutral detergent solution ahd b]eac}'u Complete removal
(immediate removal) .
Jodine ) Alcohol potassium 1od1de, sodlum thlosﬁlfa.te bleach ) Less thar. one ha]f of
o - and neutral detergent solution T 4 the stain
Lysol B, Paint and tar remover and neutra] detergent solution Barely vmble trace of
’ stain remaining "
Merthiolete A]oohol neutral detergent solutipn, ammoma and bleach Barely visible trace of
o . ." - stain remaining?
Phenol (1%) . Neutral detergent solution 1 : Complete removal
Urine Neutral detergent solution and acetic ac:d Complete removal-
Vesphene . Neutral detergent solution ) gl Complete removal
Wescodine . Aleohol, potassium jodide, sodium thlosulfaté bleach and Less than one half of
, B neutral detergent solution stain removed
Asphalt . Volatile solvent i Complete removal
Chewing Gum Volatile solvent—dry ice—Freon i _ Complete removal - -
Wa§ Paint and tar remover and volatile slblventr—'dry ice—Freon . Complete removal \
—— . . . 33 1 .
o : _ : - .
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combed out straight, and hung so the air can

Care Of Cleanlng qunpment circulate through. When a wet or damp mop is
storéd in a closed area, it will sour and produce a bad
Dirty, defective or moperatlve equlpment pro- °  “odor. If the strings are not combed out, they wijll
duces only faulty work in the building. Maintaining ball, knot, and fail to work properly.
clean, safe equlpment ready for immediate use and The mop press or wringer must be rinsed often
properly stored, is-an.indication.of an efficient "while in use and all strings cleaned from the gear
custodian. The custodian’s closet aﬁ’d storage area . track to make it work freely. After using, always
$hould also be maintained in a p‘crgs’entable manner rinse it clean and wipe dry.

at all times. Mop buckets and pails must be rinsed thoroughly"
: and dried or turned upside down for drying in a
; suitable place. Remove any strings around the axle
Procedures and swivel of caster buckets. A small amount of
Hair brooms must be combed so that the bristles grease applied to the axle and swivel will ease -
S control when the bucket is pushed or pulled.

Ladders and/or ladder trucks should be cleaned
and safely stored.

Trash carts or bags must be emptled daily,
cleaned often and safely stored. Vacuum cleaners -
should be wiped clean, cords, hose and tools cleaned,
the bag emptied or exchanged as needed.'

Corrosion )
Corrosion can be prevented by keeping equip-
mient free from the elements that cause corrosion.
Cleaning dgents must be wsed only in accordance-
with the instructions on the label Corrosion from
other sources can be prevented by cleaning any
fixture which might become corroded. in time. It *
requires study, and application of preventive

: ' , methods.
_ are clean, then hung by the block with the bristles . %
facing“away from the wall. It is good practice to Types of COI‘I‘OSlOl‘l
alternate the handle in the two holes of the block at - General. Corrosion: May occur when an mor—
least once a month. Never stand the broom on the . ganic acid is used in cleaning.
bristles. , Pit Corrosion: Usually brought about by the-
Bench brushes must be cleaned and hung in such action of the Halogen family of chemicals (Chlorine, -
a manner that the welght of the brush does not rest Fluorine, Iodine, Bromine). The action of these
on the bristles. This is accompllshed by @1therv chemicals is increased with the presence of acid
hanging on wall brackets or inserting it in the conditions.
handle of a dust pan. Contact Corrosion: Notlced incooking utensils
Keep edge of the dust pan straight. If the edges - after cooking with vinegar, certain fruits, &nd "
are t, the dirt will be swept under the pan vegetables. Also, foods are usually seasoned with .
- instead of into it. Damp particles picked up in a dust salt, which may set up a corrosive condition between -
pan and allowed to dry give the dust pan an untidy the salt and the metal. Strong alkalies and acids in
look. If thisoccurs, the dust pan must be washed and cleaning mady result in this type of corrosion.
dried before-it is hung up. Fretting Corrosion: Occurs where rubbing or .
The putty knife is an efficient tool to remove pressure produces a strain on metal parts.

gum, candy, etc. As a safety precaution, carry the
putty knife in a leather case; otherwise, when

" carried in the pocket with the blade up, it may cut Removmg Corrosion

* your hand or damage upho]stery, clothmg, and other Aluminum: Silicates of soda, the "polyphos-
iterns. . phates and sodium metasilicate are good aluminum
Improper care measurably decreases the useful- cleaners. Other alkalies are, very corrosive. Inor-
ness of the sweeping mop. It must: ‘be brushed out or ganic acids are very corrosive, 'and abrasive powders
vacuumed. and then hung with the straight end | are not recommended.
away from the wall. Treat the mop as nieeded witha - Bronze: An alloy composed of'copper and tin.
good grade of dust layer chemical. Apply according Wash with a.neutral cleaner and rinse thoroughly.
to directions on container. . Abrasives are not recommended, but if badly cor-
A wet mop must be rinsed clean, the strings . roded may be necessary
g 34
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Copper and Brass: Corrode badly unless pro-
tected from the air. Strong alkalies have a corrosive
effect. After «cleaning with a neutral cleaner, the
surface .may be protected by clear lacquer.

Stainless Steel: All cleaning should be directed
. toward the preserving of the smooth surface of the
meta]. It ' may be called non-corrosive, but i. is by no
means indestructible. After cleaning, rinse
thoroughly and dry with paper toweling and soft
cloth. Italian pumice or whiting are classified as
-gentle cleaners. : o -

Proper maintenance which will help metals re-
tain their original beauty and will help prevent
their premature deterioration should be an impor-
tant consideration in every sanitation program.

‘Summer Work Schedule .
for School Custodians

=" ‘The easiest way to handle any project is to plan it
in detail. Making up a schedule for the summer
- work program requires details as to supplies and
equipment needed for work to be done. Work must
be planned so that all areas will be given: the
necessary ‘attention and-all jobs completed when
* school is ready to begin. All areas must be in
‘condition to operate smoothly throughout the school
year. Work must be arranged so that the most
important .work has been completed before staff
vacations begin.' Floor maintenance is detailed in
another State manual, “Floors and Floor Main-
tenance”. :

Procedures

A thorough building renovation during the sum-
mer requires a systemized procedure if it is to be
finished by the time school is opened in the fall. The
summer vacation presents the only opportunity to
clean the building from attic to basement. Some

custodians feel that they have s¢ much extra time

during the summer that they are inclined to loaf in
the earlier weeks of summeér .vacation. Then they
must rush through the work shortly before school
opens in-the fall. « ' .
" - .1t is more sensible to set up a reasonable summer
cleaning schedule and proceed at an even, steady
pace throughout the period. There are usually a
-number of miscellaneous J'qbs to do other than
housecleaning, such as repairs; some quite simple
and others more elaborate. It is possible that outside
mechanics must come in t0 make repairs, and
thereby interfere with the custodian’s work.

By using the. suggested checklist, a custodian
knows what jobs are to be dorie and when to do them.
Therefore, the custodian can order the necessary
supplies and materials.in advance of the particular
job. The custodian should ckeck with school officials
to learn the plans for special repair work so that the
room is not cleaned, only to find that the painters
will paint the room before the reopening of school.

Ip,/ outlining the summer work, the custodian

-
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- doing one. particular type of job throughout the-

should decide which jobs .must be done early and

which can be done last.. For example, it would be a
waste of time and energy to wash windows at the

be soiled again by the time school opened. -
In schieduling summer work, two general plans of
cleaning may be considered. One plan recommends

entire plant before undertaking another. For

‘example, light fixtures or furnifure may be cleaned

throughout the building in a single continuous job.
The second plan suggests general housecleaning in
one section of the building, then moving on to
another part. This plan involves many different
types of work in a limited area, causing frequent
movement of tools and equipment. Repairs should
be made in the earlier part_of the summer, the
cleaning scheduled later. - :

By following the suggested check list for summer
work, the custodian will be aided in estimating the
werk program and in systemizing the custodian

~ work load.

- In setting up vacation cleaning schedules, first
determine the tasks for which each custodian shall
be. responsible. Then determine the approximate
time required to performthe various tasks. Finally,

draft a definite work plan-to follow during the .

summer months which wili use all .'thg time avail-
able and include all necessary jobs. Care of the

boiler, preparing it for state or insurance company --
}'ns§ction, should be near to or at the top of the -

prioNty list. The plan will simplify the work and, in
many\eases, improve it.

A carefully planned work schedule aids in mak-
ing economical use of the effort.and time spent by

the custodian and serves as a _check list on items or

-tasks that might be neglected.\ K .

-~

General Duties and C\le_aning .
1. School is usually dismissed in the morning of
" the last day of the school year, which provides
opportunity to discard all the rubbish. Then
. start cleaning the boiler and furnace; remove
ashes, punch flues, etc. The custodian should be
ready to begin the summer cleaning the follow-
ing day. i
In the steam heated . buildings, .prepare the
boiler for inspections by the State of Oregon

2.

inspector ahd the insurance company as follows: .

a.
b.
c.
- hole plates

. Open petcocks on a steam gauge water loop
. Scale and wash down,boiler

Open blow-down valve and drain boiler )
Open manhole

-0 a,.

is made by steam heat

g. Insert rag wicks in hand or plug holes to dry

up water
3. Clean all toilet rooms /
a. Clean ceiling I .
b. Clean vents and pipes
c. Clean walls

-

Open'manholes, water leg-piugé and/or hand-

. beginning of the vacation period, since they would

Drain and clean hot water tarik if hot water - .



d. Clean radiator and heat registers - - . d. Stairways should be. scrubbed by hand other

« .. e, Clean floors , methods will result in spotted walls
f. Wash paint work ) e. Stairways should be treated as soon as pos-
g. Wash partitions and doors - sible after they are dried before they are
h. Wash toilet seats and toilets ) markegd with-footprints
i. Wash urinals : (1) Apply floor seal to wood stairs with a
*j. Wash other fixtures, plumblng, traps, etc. . varnish brush .
4. Clean classrooms . * (2) Do not.apply slippery wax or other mate-
a. Empty Wastepaper ' . rial to stair treads. Use only non-slip
" b, Take out rubbish * A ‘ ' material : v
c. Clean ceiling » 10 Miscellaneous
d. Clean molding - : a. Shades. After completlng eacl’\operatlon ina
.e. Clean wallg ) Ny ' room, draw the shades to preserve both old”
f. Clean pictures - . _ -and new finishes. Sun shining on desk tops
'g. Clean shadeg ‘ o ** or other furniture will blister the varnish.
. h. Clean sectigps -of radxators and hot air + ‘The hot sun-will soften resilient tile floors
- registers ‘ " ‘and cause colors to fade.
i. Clean aixl{\?'ent,ilators, using ladder . . b. Garbage Can. The can should be cleaned
j. Clean desks, other furniture, and chalk rails dried, andistored in a safe area. :
k. Clean gum from furniture and floor, gnd _ c. Mlstakesto avoided in summet cleanin:,.
wash, furnityre - (1) Not working to advantage. Systemize .
Clean floor, strip or clean, ref1nlsh : ‘ work in order to. ateomplish what must
lean, llght fixtures, replace tubes or lamps " be done within the limited time '
as needed _ " ——-. .(2) Streaking paint work. Wash dado and
) Clean chalkboards - other paint work properly -~ . ‘
"Clean cabinets, sinks, etc.’ : C - (3) Soiled baseboard: Avoid removing flmsh
. p.-Clean glass , : or damaging walls
- . 5. Clean halls o ' (4). Damaging floors. Prevent cleamng solu-
a. Clean ceilin , . S " ' ‘ tion on floors from drying
b. Clean moldmgs and walls, wash as required
c. Clean pictures
d. Clean sectiong of I’adlator or clean out hot air

register
Clean bends and out51de of fire hose
Clean gum from floor and sweep, strip or
clean, and refinish V
g. Clean glass a,
Clpan light fixtures
a. Take down light shades or dlffusers
- b. Dust off han er - N
.c. Wash, dry, and replace shades or diffusers :
d. Replace tubeg or lamps ‘as needed .
i+~ 7. Clean all painted and varnished surfaces
- a. Wash dado paint work with neutral cleaner
b. Wash woodwork,, doors, baseboard, frame
- and trim with a neutral cleaner ' .
¢. Wash desk. irons with,a neutral cleaner ‘
d. Wash desks with a neutral cleaner
Y e. Wash furmture with a neutral cleaner

. 8. Varnishing and painting
a. Varnish degks if necessary
b. Varnish furnjture if necessary : .
c. Touch up varnished woodwork if necessary
d. Wax plastic, formica or linoleum tOp desk -
. with paste,Wax .

9. Stairways’ | /
\

™o

o

—
A

a. Stairways'should not be scrubbed until after . .
hallways have been cleaned : - N
. Stair steps and risers may be cleaned" thh ' ‘ '
normal floor cleaner

¢. Avoid flooding the back edges of wood steps,
- a3 most wooden stairs will leak, ruining the .
ceiling or walls below ' o -

- ) . . . 0
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* CHECKLIST FOR SUMMER WORK

Dah; to

Clean Floorsg

Refinish Floors (wax and seal)

Areas of Work Begin cTn’a;I:Z Areas of Work D;:;i:O c‘i“,,’,‘;ﬁ,‘;e
ROOF REPAIR * LOCKER ROOMS
: ' Floors .
GUTTER REPAIR Refinish
Paint
DOO‘RS-‘-WlNDOWS—-FRAMEs' Mirrors’
Repair >
- Refinish TOILETS
Paint Clean
Replace Glass Plumbing
Clean Windows Paint
DESKS r CAFETERIA
Replace Clean
Repair Paint
Refinish "Repair
. (a) Tables
CLASSROOM (b)_Chairs

(¢) Equipment

Sand Floors

Paint - -

GROUNDS
Sidewalks

- {
Clean Walls and Ceiling

)

OFFICE C.
Clean Floors

Driveway

Sand Wood Floors

Lawns -

Playground

Equipment

Refinish Floors

Clean Walls and Ceiling

. Paint

GYMNASIUM
Sand Floor

Prune Shrubbery

LIGHTS .
Replace Bulbs

"Screen Disc Wood Floors

Refinish (Seal) Wood Floors.

Replace Fixtureg

Check Wiring

Check Switches

Clean Fixtures

- Paint New Lines

Bleachers

. Clean Walls'

| BOILER ROOM

Prepare for Boiler Inspectio

Paint .

Paint Walls

CORRIDOR
- Clean Floors

Fuel Supply -

Boiler.Repairs

Clean Room

Sand Wood Floors STAIRWAYS
Screen Disc Wood Floors Clean
Refinish (Seal and Wax) . P Refinish
Clean Walls and Ceiling. "~ Paint
Paint N

BN |

. Clean Lockerg : x

Repair Lockers

o -

Q
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